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" Although the business of keeping books is extremdy easy when once the accounts 
are properly arranged, yet the adaptation of the principle of Double Entry to extensive 
and complicated transactions, so as to receive the full benefit of the System, is a process 
which requires the most complete knowledge, not only of the Practice, but also of the 
Science, of Book-keeping. 

" Book-keeping, like all other arts, can only be mastered by industry, perseverance, 
and attention. The learner must think for himself, and endeavour to understand the 
why and where/ore of all that he does, instead of resting satisfied with vague notions aijd 
words devoid of sense. 

" The Study of Book-keeping affords an excellent means of intellectual discipline ; 
that is, when its principles are exhibited as well as their application. When the reasoning 
powers are called into exercise as well as the memory, the Student who has carefully 
attended to the instructions, and who is the master and not the slave of Rules, will ex- 
perience no difficulty in unravelling or adjusting any set of accotmts, however complicated 
or diversified." 

{B. T. Foster's Double Entry elucidated.) 



" There is a near connection between bad book-keeping and bankruptcy,— all bad 
book-keepers are not bankrupts, but, with few exceptions, all bankrupts are bad book- 
keepers. They manage things better in France, where few keep their books otherwise 
than by Double Entry, and where bankruptcies are comparatively rare." 

(C y. Kaifis Soltcitot's Book-keeping.) 
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PEEFACE TO THE SECOND EDITION. 



The favour with which the first edition of this work was received, 
and the. urgent recommendation of many professional friends, have 
induced the author to re-issue it in an enlarged and amended form. 

The object of the first edition, was, as stated in the Introduction, to 
offer to the Mercantile and Professional worlds, "a recognised and 
approved System of Book-keeping for each particular profession, which 
system should give a modernized Set of Books to professions, manu- 
facturers, and trading companies, and to retailers a simpler form, so 
framed that the exigencies of their calling could be appropriately 
met." In other words, the Book was expressly written for those 
only who were thoroughly acquainted with the science of Book-keep- 
ing. It has been suggested, however, that the usefulness of this 
volume would be very much increased, could a Chapter be introduced 
giving a concise outline of the several recognised systems of Book- 
keeping for the information of beginners or learners, — or those who 
really knew nothing whatever of the science^ — and that the definitions 
should be such as would enable young students, by a reference to the 
other portions of the Book, to perfect themselves in this particular 
branch of Commercial Education. The suggestion has been adopted 
in Appendix, Section IIL 

Many applications have also been made for a re-print of the Book, 
with the addition of the Accounting connected with Limited lAdbility 
GompanieSy — and also, of a simple Scheme of Book-keeping for 
Private individuals^ Investors or Dealers in* Stocks and Shares, by 
which they would easily be enabled to keep a correct record of their 
transactions. 

These recommendations have also been adopted and fully carried 
out in Part I., Section /F., and Part III., Section V, 
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PREFACE. 



It will thus be seen that the volume has been much enlarged, and, 
indeed, might be considered almost a new work, embracing several new 
schemes of Books, an Outline of the Science, and Commercial Definitions 
and Authorities, which the author, in a long experience of thirty-five 
years, principally devoted to this particular branch of his profession, 
has considered most useful and of the greatest importance. 

The author cannot close these prefatory remarks without expressing 
his best thanks to many friends, distinguished in their several pro- 
fessions, for valuable advice, and in some instances for the careful 
revisal of certain sections of his volume ; without which it would 
certainly have lacked that completeness it is humbly conceived to 
possess. Especially to Messrs William Moncrieff, Accountant to the 
Court of Session ; James Syme, Manager of the British Linen Co. 
Bank ; William Bell, Stock and Share broker. Chairman of the Edin- 
burgh Stock Exchange; J. Vary Campbell, M.A., & LL.B., 
Advocate ; T. J. Wilson, S.S.C. ; Charles Prentice, C.A. ; and Oliver 
& Boyd, Publishers, Edinburgh ; also to Messrs Eeekie & Christian- 
sen, Leith; and to Mr Adam Gray, (of A. B. Fleming & Co.,) Granton; 
and should success attend his present efforts, he will always feel 
that it has been mainly attributable to the reliable information and 
friendly assistance which have been so kindly afforded by them. 

8, Eton Terrace, Edinburgh, 
October 1874. 
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INTBODUCTION. 



With so many Av^ritors on Mercantile subjects already before the 
Public, the Author commeiices his present undertaking with much 
anxiety, knowing the severe test to which Ms khours are likely to he 

subjected. 

Under the belief that the methods in general use have been, and 
still are cumhersome, elahomte, and intricate, he has been mdn^ed to 
prepare the foUomng Treatise, in the hope of furnishing to the Com- 
mercial and Professional worlds systematic Manuals of Book-keeping, 
simple in form, accnrate, and self-checking, — adapted to eveify variety 
of business pursuits, — calculated to afford the utmost security to prin- 
cipals, — confidence to correspondents and clients, — to economise the 
time of Book-keepers and Cashiers, — and finally, to afford the greatest 
fecUity of extracting a Balance sheet , 

As there is no man engaged in commercial or professional pursuits 
who is free from monetary anxieties, or who is not desirous of ascer- 
taming the state of his aifairs, tlie exact amount of progress that he 
may have made during a given period, or, in time of reverse, the 
extent of losses sustained, it cannot but be advantageous to curtail 
the heavy burden of a system which condemns him to spend much of 
bil valuaMe time on intricate operations^ wMoh &m m mM%j tbmeces- 
sa^^ and i^lght be avoided, were a more simple and accurate system 
adopted* 

There are few evils which do not woA their own care, and although 

the constitutional disorder prevalent in ill-regulated concerns is almost 
incurable, stiU, of late years, there has been a change for the better. 
A^imtants are now breiddi^ 'through the conventioncd tri^miiels of 
useless recaptulatioa in book-keeping, and an-ive by concise methods 
at statistical resnlts, more satisfactory to the parties interested, and 
more agreeable to the executives themselves. Although in numerous 
in&rfiances the move has been made in the right direction, by the with- 
^wal of an unwieldy process, and the substitution of simpler machi- 

A 
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nery, there still remains very mucli to be accomplished, prejudices to 
be conquered, and antiquated systems, if possible, to be done away 
with. 

In the present day, the gravest impediment in the pathway of the 
counting-house reformer, is the peculiar infatuation which seems to 
possess the majority of book-kQepers of the old school, that "their 
system being their own, they will not change it for any man that 
" it is superior to any other," and so on. In the author's experience 
of many years devoted to the subject, these much vaunted styles are, 
in nine cases out of ten, the patched up descendants of the first heavy 
parents of Book-keeping, without their respectability, and certainly 
without their integrity. 

If this delusion could be dissipated, and if, instead of the ponderous 
plan hitherto inculcated by authors on Book-keeping, the mercantile 
and professional worlds could be induced to adopt a recognised and 
approved system for each particular profession, which system should 
give a Modernised Set of Books to Professions, Manufacturers, and 
Trading Companies, — and to Eetailers a simpler form of books, so 
framed that the exigencies of their calling could be appropriately met, 
the community at large would unquestionably reap a decided ad- 
vantage. 

The object aimed at in Book-keeping is to exhibit a correct and 
distinct state of one's affairs, to enable a man to see at any time the 
nature of his business, the number of his transactions, the amoimt of 
his income or profits, and the extent of his losses. It regulates 
monetary negotiations by defining the funds available for the pur- 
pose, — it expedites settlements which might otherwise be protracted, — 
it facilitates scrutiny, when such is required, and defeats dishonesty 
and peculation whenever they are suspected or attempted. Book- 
keeping when conducted upon sound principles is invaluable ; it not 
only shows the general result of a Commercial career, but admits of 
analysis, by which the success or failure, the value or worthlessness of 
its component parts, or each particular transaction, can be easily ascer- 
tained. In a word, on the one hand it pro'motes order, regularity, 
fair dealing, and honourable enterprise, — on the other, it defeats the 
machinations of dishonesty, and preserves the integrity of man wh n 
dealing with his fellows. 

This definition can with propriety be extended to the accounts of 
kingdoms, estates, farms, factories, or families ; and when one is well 
acquainted with the principles of the Science, and its application 
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to a particular branch of business, the transition to any other will 
not be difficult. (See Gordon, vol. 2, 1770.) 

The origin of Book-keeping is involved in much doubt, and were 
its elucidation of any importance, there would be no lack of enthusiasts 
to make researches into the musty records of bygone trading communi- 
ties ; but up to the present time, the inquisitive, or rather curious in 
such matters, have merely indulged in conjectures. Some, bolder 
than others, have given the ancients credit for a knowledge of Double 
Entry, quoting Plin. Lib. II. Cap. 7 ; and P. Kelly assumes, that 
the principle of Book-keeping might have been deduced from the 
Axioms of Euclid, or the properties of an Algebraic Equation. He 
also informs us, that the first European who translated Algebra from 
the writings of the Arabians, is also supposed to have written the first 
treatise on Book-keeping. It was published in the Italian language, 
at Venice in 1494-5, by Lucas di Borgo, a friar, who likewise wrote 
several useful works on mathematical subjects. 

From the year 1543, when Hugh Oldcastle of London wrote his 
" Treatise on the EngHsh Language," down to the present day, when 
Messrs W. & E. Chambers have issued the most concise and perfect 
volume of the kind, there have been many writers on the Science 
of Book-keeping, possessing more or less merit. In 1565 Valentine 
Menher de Kempten wrote a short treatise on " Double Entry," en- 
titled " Practicque pour brievement apprendre k ciffrer, et tenir livre 
de comptes, avec la regie de Coss, et Geometric." In 1569 we have 
James Peelers work, supposed to be on " Single Entry — and in 1652, 
John Collins, an eminent accountant and mathematician, published a 
large system which he called " An Introduction to Merchants' Ac- 
counts," which long served as a standard book on the subject. In 
1588 John Mellis " Renewed and revised an auncient old copie, 
printed in London the 14th of August 1543; then collected, pub- 
lished, made and set forth by one Hugh Oldcastle, Scholemaister." 
Augustus de Morgan declares this to be the earliest English book on 
Book-keeping, by double entry. John Mellis, in his title page, de- 
scribes his book as "A brief instruction and manner how to keepe 
Bookes of Accompts after the order of Debitor and Creditor, and as 
well for proper accompts, partible, &c., by the three books named 
the Memoriall, Journall, and Leager, and of other necessaries apper- 
taining to a good and diligent marchant. The which of all other 
reckoninges is most laudable : for this treatise well and sufficiently 
knowen, all other wayes and maners may be sooner discerned, learned 
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and knowen. iNewely augmented and set forth by John Mellis, 
Scholemaister, 1588. Imprinted at London, by John Windet, dwell- 
ing at the sign of the White Beare, nigh Baynard's Castle." 

Nicholas Petri in 1696, published an example of Book-keeping at 
Amsterdam, the " Practique omte Leeren, Kekenen, Cypheren, ende 
Boeckhouwen met die Keghel Coss." 

Simon Stevinus in 1607, (date of Preface,) translated a work on 
Book-keeping from the Latin, — although some attribute the translation 
to "Willebrord Snell, (See Peacock Encyc. Metrop. 'Arithmetic,' p. 
464.) This work which was called, " Tomus Secundus Mathemati- 
corum hypomnematum de Geometries praxi," contained the celebrated 
Latin Treatise in which Book-keeping is called " Apologistica" the 
Ledger, " Oodex accepti Expensique," the waste-Book, " Liher Dele-, 
titius" the Stock Account, *^Sor8;" and the Balance Account 
Epilogismus" &c. Terms expressive perhaps in themselves, but 
rather staggering to practical men. 

John Collins wrote "An Introduction to Merchants* Accompts" in 
1674, and ten years later, Alex. Liset published his " Amphithalami, 
or the Accountant's Closet," a work on Book-keeping by Double Entry. 
In the same year (1684,) Rich. Daffome translated "the Merchant's 
Mirror" from the Dutch. These works were but little thought of, but 
Hutton in 1726 published " The Merchants Magazine," a work of some 
celebrity. 

In 1730 Malcolm wrote a book extending to 640 quarto pages, so 
erudite in fact, that as De Morgan expresses it, " The union of such 
masses of Scientific and Commercial Arithmetic, made the book un- 
saleable for either purpose." 

-Webster wrote on this subject in 1740, and James Dobson in 1750 
applied Booh-heeping by Double Entry, to retail trade, in "The 
Accountant, or the method of Book-keeping deduced from clear prin- 
ciples." It is superfluous to add, that Retailers did not take advantage 
of the opportunity thus afforded of simplifying their systems, — and 
that the clear principles here laid down have never been reduced to 
practice. 

John Mair, a schoolmaster at Perth, published in 1768 his " Book- 
keeping Modernized," being an improved reprint of his " Book-keeping 
Methodised," (1736) a work elaborate, and now almost imintelligible. 
Such are the changes effected by time and the course of events. Who 
could wade through 600 pages of small print to acquire a knowledge 
of "Debitor and Creditor"? The writers contemporary with, and 
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following John Mair, were Doun, 1758 ; "Weston, 1760; Dowling, 
1768; Perry and Scruton, 1777 ; W. Taylor, 1783, (600 pages); 
Dilworth, 1784 ; Booth, 1789 ; Jones, 1796. This last Author pub- 
lished his " English Book-keeping by Single Entry," under the firm 
belief, that the Italian Method by Double Entry would be thereby 
superseded ; — and although he failed most signally in his object, still 
he deserves very great credit for the introduction of certain checks, 
which have been adopted by, and proved most useful to the Com- 
mercial world. Jones was succeeded by P. Kelly, 1805 ; Lorraine, 
1807 ; Morrison, 1809 ; (one of the best authorities on the subject, 
especially in his later editions,) Hutton, 1811 ; Eitchie and Cronhelm, 
1818, (the latter an ingenious and clever writer) ; Hamilton, 1820 ; 
Tinwell, 1828 ; and the useful volume by Chambers of Edinburgh, 
of more modem date, to which particular allusion has been already 
made. 

Having thus given the reader an opportunity of studying every 
variety of system, in many European tongues, modem as well as 
ancient, the author begs humbly to submit the following work, ex- 
planatory of Book-keeping by Double and Single Entry, in the earnest 
hope that a Science hitherto considered diflScult of attainment, may 
be better understood and more highly appreciated, when its real 
simplicity is made apparent. 
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THE PRINCIPLE OF DOUBLE ENTEY. 

The very title of this system is descriptive of its nature : as every 
transaction in business being a transfer between two parties, or between 
two accounts, there must necessarily be an entry to the debit of the 
one, and to the credit of the other — the total debtors being equal to 
the total creditors. 

The great advantage derived from a double entry of the same trans- 
action is the certainty of being able at any time to ascertain— ^r^^Zy, 
the position and nature of separate personal accounts. — secondly, the 
profit or loss on your stock or property accounts; and, thirdly, to 
have the correctness of your books and the state of your aflGairs proved 
beyond a doubt by the mere inspection of one record, namely, the 
General Ledger. 

In double entry every transaction must be journalised — that is, 
entered in the Journal from other daily records, such as the Cash, 
Sales, and Purchase or Invoice Books, and posted direct therefrom to 
the Ledgers. The Journal can only be correct when it includes 
Debtor entries exactly corresponding in amount with the Creditor 
entries ; and, as a matter of course, if these are correctly transferred 
to their proper places in the Ledgers, the Books of the concern must 
balance. 

The Books required in a Merchant's Counting House are, for 
double entry, divided into three classes. 
1st, The Primary Records, viz. — 
The Cash Book. 

Day Book, sometimes called "Waste Book. 
Bill Books, (Receivable and Payable.) 
There are subsidiary primary records, such as Sales Book, 
Invoice Books (outwards and inwards), Petty Cash, De- 
bentures, Account Current, Warehouse, Order, and Ac- 
count-Sales Books, but these are nearly aU auxiliary. 



Digitized by Google 



THD PRINCIPLE OP DOUBLE ENTRY. 



7 



2nd, The Journal, or Posting medium. 
3rd, The Ledgers. 

"With this set of books, the book-keeper proceeds to mak:e his daily 
entries, whether of cash or credit transactions. 

The primary records speak for themselves. The cashier makes 
entries in his Cash Book of actual receipts and payments, being care- 
ful to give such explanations of each transaction as shall make the 
entry intelligible to every one. He next enters the bills granted by, 
or for which his principal is liable, in the " Bills Payable Book 
and those received from others in the "Bills Eeceivable Book," 
also using every precaution in giving a scrupulous history of each 
document. The same with goods sold or purchased, — the former 
being entered in the Invoice * outwards,* and the latter in the Invoice 
* inwards' books. But the Day Book is a register of every transaction, 
including all purchases and sales, with their concomitant entries of 
commission, exchange, charges, &c. 

With these materials, the book-keeper can construct a succinct and 
intelligible fabric, built upon sound principles, and perfect in all its 
parts ; but to enable him to do this with exactness, there must be 
some intermediate Book into which his daily registered facts can be 
collected with regularity and order, and that medium is, as before 
explained, the Journal, a book invaluable in itself, and which alone 
constitutes and perfects the system called double entry. 

Weekly or monthly the book-keeper arranges in this volume the 
events and transactions already noted in the primary records. This 
is called " Journalizing,^^ and requires both care and practical ex- 
perience. Theory is essential in Book-keeping, but without practice 
it is of little avail, and a book-keeper's qualifications may always be 
tested by his efficiency in writing up this book. 

There are several methods of Journalizing, but* the simplest is that 
which is given throughout this work in more than one of the Systems 
recommended, and consists of two columns, as shewn in the following 
example. In the left hand or Debtor column are entered such items 
as must be posted to the Debit of accounts in the Ledger, and in the 
right hand column those that are to be posted to the Credit of accounts. 

On the Journal being thus " writtep. up," the columns are added, 
and if they agree in amount are held to be correct, and their contents 
can then be distributed in the Ledger. 

A few examples from a Journal, however, will answer our purpose 
better than the most lengthened attempts at description or explanation. 
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1 


Casli Acct. for Sums received this month, £ 


480 


ft 


II 








2 
3 
4 
5 


To James Brown, cash paid by him, . . . 
Simon Harris, do. ... 
Collins & Co. do. ... 
National Bank, simdry cheques, . . . 
Rae, Pearson & Bell, cash paid by them, 








100 
43 
39 

200 
98 


// 

u 
II 
II 
II 


II 

n 
n 
n 
II 


7 
8 
9 

10 


Philipson & Cole, cash paid to them, . . 
Andrew Thomson, do. . . 
Private Account, sundries this month, . . 
Charges, do. . . 
M*Kenzie & Thorn, cash paid to them, . 


75 
14 
10 
45 
332 


II 
II 

M 
II 


II 
II 
II 
II 

n 








1 


To Cash Acct. for sums paid this month, . 








476 


II 


II 


12 


Bills Keceivable, bills received this month, 


739 


II 


II 








1 S 

LtJ 

14 
16 


To Smith & Gray, Their Note, No. 32, . . 
Wm. Campbell, His Note, No. 33, . . 
James Pilkns, do. No. 34, . . 








434 
205 
100 


n 
II 
II 


II 
II 
II 


20 

91 
22 


John Adamson, bill to him. No. 10, . . 
James Curor, do. No. 11, 
White & Brown, do. to them. No. 12, . . 


75 
45 
314 


II 
II 
H 


tt 
II 








25 


To Bills Payable for the above, .... 








434 


II 


1 


30 




1100 


It 


H 








22 
33 


To White & Brown for so many bales, . . 
Thomson & Dunlop do. . . 








314 

786 


II 

n 


II 
II 


13 
14 

2 


Smith & Gray, for so many bales of Cotton, 
Wm. Campbell, do. do. . . 
James Brown, do. do. . . 


434 
205 
100 


II 
II 
tt 


II 
II 
n 








30 


To Cotton Acct. for sales as above, . . . 








739 


H 


II 




£ 


3968 


H 





3968 


U 


It 
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THE PRINCIPLE OF DOUBLE ENTRY. 9 

It is needless to observe that the sketch now given is merely a 
skeleton form, the entries being shorn of all explanatory matter, dates 
and details ; but it is perhaps better adapted in that shape to convey 
a just idea of double entry. On examining it with attention, it will 
be seen that the Primary Records have answered their purpose. The 
Journal has become tJie depository of every transaction, either of Gush 
or Credit from the other Books, and to prove its correctness, the 
summations of the Debtor and Creditor columns assimilate, the 
double entry is recorded, every entry has its equivalent, every account 
maintains its equilibrium, and if properly posted to the Ledger, the 
Books must, as a matter of course, be correct. 

But to ascertain this, the usual process is to make what is called 
a " Trial Balance" which is done by adding up the debit and credit 
sides of each account in the Ledger, and bringing down the swmwa- 
tions on a Sheet. (See Outlines of Book-keeping, Part III.) When 
these are added up, they should agree in amount, and if not, the Books 
are wrong, and must be checked off. 

Assuming the " Trial Balance" to be correct, the Book-keeper then 
strikes the Balance on each Ledger account, deducting the lesser sum 
from the greater, and brings down the Balance either to the Debit or 
Credit of a " Balance Sheet proper." 

This is the system known as " Double Entry," than which nothing 
can be more simple or satisfactory, and which, it is hoped, the sets of 
Books that f oUow will sufficiently illustrate. 



B 
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SECTION II. 



BOOKS FOE WHOLESALE TRADE 

BY 

DOUBLE ENTKY. 

For the merchant having an extensive Foreign and Home connec- 
tion, and trading upon a large capital, there can be no question that 
Double Entry is the only system on which his Books should be kept. 
A positive return upon the whole may be satisfactory to a certain 
extent, but without possessing the means of ascertaining the results of 
each adventure, the merchant or trader is but groping in the dark or 
speculating at random, with a hundred chances to one against his 
ultimate success in business. To effect this vital object, the system 
he should adopt for recording his commercial operations, must be 
sound in principle, self-checking, and perfect in details. With such 
machinery the largest concern goes on with the greatest regularity, 
and what appears at first an intricate problem, becomes ere long a 
simple matter of routine, requiring nothing more than ordinary at- 
tention, a little method, and the necessary application to render 
arrears of work impossible. 

The following system of Books is neither novel nor simple, but has 
been selected as the one best adapted to the majority of Commercial 
pursuits and is placed before the student of Book-keeping complete 
in all its parts. 

It has been assumed in the following scheme that A.B., CD., E.r., 
and G.H., have entered upon the going business of Y.Z. & Co., Wine 
Merchants, taking over the stock at a valuation of £25,000, for which 
they have conditioned to pay in instalments. The new firm have 
different interests in the concern, A.B. representing 3-8ths, CD. 
2-8ths, E.F. 2-8ths, and G.H. the remaining l-8th. 
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The Books required are : — 



1st, Principal Books — 
Cash Book. 
Journal. 
Ledger. 



See styles. 



2iid, Subsidiary Books — 
Invoice Book, 
Inventory or Stock Book. 
Bill Book. 
Bond Book. 
Duty Book. 
Delivery Book. 
Bin Book. 
Obdbb Book. 
Day Book. 




Bm dylm. 



In common form^ as gene- 
rally sold to^ the Trade 



See style. 



. Effect having been given to the conditions of the Contract of Co- 
partnery by debiting Stock, and crediting the outgoing firm therewith 

in the day book, the usual transactions of business commence, and the 
routine of keeping the set of books is as follows. 

For all gooda received into Stock (in this instajice wines and ^irits,) 
make an entry of Invoices, copying the»same Terbatam into <3ie In- 
voice Book. These are afterwards eredited the parties, at the end of 
the month, in the Day Book, 

For all goods ordered make particular entries in the Okdijr Book, 
stating wlietlier orders; arc verbal or written, 

For all goods delivered^ register the same in the ,Deliyeey Book, 
describing from inrhence the wine is taken, whether from cask or bin, 
the mark or seal, to enable tlio clerk p(^st up tlie Bin Book. This 
book should also check the runs of the casks when bottled, and also 
record the wines letoned. It is made np from a Book kept by the 
cellarman, and its entries carried daily to tlie Day Book. 

The remainder of the Books need no further description than is 
already ^rm m Hie Seetbn on Dontfe Bitry. 
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BOOK-KEEPING. 



INVOICE BOOK.-Jiily 1874. 



4 


Bought of Sandeman & Co., Oporto. 












Port, as per Invoice, - - . - £ 


350 


tt 


M 


6 


Do. 


Barton & Guestier, Bordeaux. 












I;1q'I^4" QCI TXaf 1 T»1TT»l/»£i _ 

K^laLxSVf dio pel ±llVUlL>Cy, - - - - 

Perrier, Jouet & Co., Epemay. 


200 


n 


N 


13 


Do. 












Champagne, as per Invoice, - 




Q 
O 


II 


22 


Do. 


Gronzalez, Dubosc & Co., Xerez. 
Sherry, as per Invoice, 


500 


n 


II 


22 


Do. 


Deinhard & Jordan, Coblenz. 












Moselle and Hock, as per Invoice, 


94 


H 


U 


29 


Do. 


Kenault & Co., Cognac. 












Brandy, as per Invoice, 


111 


18 


9 


4 


Do. 


The Edinburgh & Leith Glass Co. 












Bottles, as per Invoice, - - . 


40 


12 


H 


7 


Do. 


John Veitch & Co. 












Corks, as per Invoice, - 


30 


u 


M 



Note — ^The aboTe Invoices should be copied in rerbatim. 



ORDER BOOK.-6tli July 1874. 



James Blair, Esq. 

of Mayfield, 

Dimfermline. 


6 doz. Port, Bin 110, - @ 54/ 
12 „ Sherry, G 3, - 36/ 
6 „ do. PP, - 45/ 
4 „ Claret, CM, - 84/ 
3 „ Champagne, - 78/ 

Per Verbal Order of this date. 
• 


Alex. Tulloch, Esq., 

Edinburgh. 

•♦J 


20 doz. Port, - - - @ 48/ 
36 „ Sherry, - - 32/ 
20 „ do. East India, 64/ 
20 „ Claret, - - - 75/ 
12 „ Light do. - - 30/ 
6 „ Hock, - - - 84/ 

3 „ Brandy, - - 63/ 

4 bottles Cura9oa, - - 11/ 

Per Letter of 3rd inst. 
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ORDER BOO K— Continaed. 
6th Jnly 1874. 



Sir John Glass, Bart., 
Kock Castle, 
Dumbarton. 



1 Butt Sherry, - £115 
1 Hhd. Claret, 23 doz. - @ 50/ // 3 
50 doz. Port, - - - 50/ 
12 „ Sparkling Moselle, - 66/ 
12 „ Champagne, - - 72/ 
6 „ Brandy, - - 76/ 

Per Letter of 4th inst. 



William Mitchell, Esq., 

Edinburgh. 



40 doz. Port, Bm 320, - @ 40/ 
50 „ Sherry, - - 38/ 

Per Verbal Order of 4th inst. 



C. D., Esq., 

Broomlaw. 



4 doz. very old superior Port, Bin. 90. 
Per Telegram of 18th inst. 



BIN BOOK. 

Port,— (sealed red)— GB // 



Date when 
stored, &c. 


Description of "Wine, &c. 


Out. 


In. 


Balance. 


1874 
July 






Doz. 


Bots. 


Doz. 


Bots. 


Doz. 


Bots. 


25 


From Sandeman & Co. - 


// 


II 


40 


9 


40 


9 


July 


31 


By John Brown, - - 
Balance in Stock, - - 


6 
34 


II 
9 


// 


II 


34 


9 








40 


9 


40 


9 






H 




To Stock, 


II 


II 


34 


9 
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BOOK-KEEPING. 



DAY BOOK-and Jnly 1874. 



Debit Sundries to Y. Z. & Co. for "Wines, &c., pur- 
chased of them, being value of their Stock in 
Trade, as per Inventory, viz. : 

Port Account, for Port, 

White Wine Account, for Sherries, Khenish Wines, &c. 
French Wine Account, for Claret, Champagnes, &c. - 
Spirit Account, for Brandies, &c., - - - . 
Trade Charges Account, for Office Furniture, Casks, 
Bottles, Corks, &c., 



Debit Sundries to Capital Account. 
A. B. his Capital Account (or Account in Company), 

for his share of Capital as per contract, f ths, - 
C. D. do. do. Iths, - 

E. F. do. do. fths, - 

G. H. do. do. |th, - 



Sold James Blair, Esq. of Mayfield, Dunfermline, 
and sent per rail, carriage paid, 
6 doz. Port, Bin 110, - @ 54/ 



12 

6 ;; 

4 „ 

3 „ 
Cases, 



Sherry, 

do. 
Claret, - 
Champagne, 



36/ 
45/ 
84/ 
78/ 



£16 
21 



4 

12 



13 10 
16 16 



11 





14 
10 



Sold William Mitchell, Esq., Edinburgh, 
40 doz. Port, Bin 320, - @ 40/ £80 
50 „ do. - - . 38/ 95 





s. 


d. 


5070 




// 


7750 


n 


// 


9973 


II 


// 


1997 


II 




210 


II 


II 


25,000 


It 


II 


7500 


II 


H 


5000 


II 


II 


5000 


II 


II 


2500 


II 


H 


20,000 


II 


II 


80 


6 


II 


175 


// 
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DAY BOOK.-6th July 1874. 



Sold Alex. TuUoch, Esq., Edinburgh, 

20 doz. Port, - @ 48/ 

36 „ Sherry, - 32/ 

20 „ do. E. I. - 54/ 

20 „ Claret, - 75/ 

12 „ Light do. - 30/ 

Hock, - - 84/ 

Brandy, - - 63/ 



20 



25 



31 



4 bots. Cura9oa, 



11/ 



£48 

57 12 

54 

75 

18 

25 4 

9 9 

2 4 



10 Sold Sir John Glass, Bart., Eock Castle, Dumbarton, 
and sent per rail to Glasgow, carriage paid. 



1 Butt Sherry (run 53 doz.), for 
1 Hhd. Claret (run 23 doz.), @ 50/ 
50 doz. Port, - - 50/ 

12 „ SparkUng Moselle, 66/ 
12 „ Champagne, - 72/ 
6 „ Brandy, - - 76/ 
24 Cases, &c. .... 



£115 
57 
125 
39 
43 
22 
3 




10 

12 
4 
16 
18 



Sold C. D., Esq., Broomlaw (one of the Partners), 
4 doz. very old superior Port, Bin 90, @ 60/ 



Debit Trade Charges to Sir John Glass. 
For 10 cases returned. 



Debit Sundries to Interest Account. 
A. B. Capital Account for Interest on £3500 Balance 

of unpaid Capital, from 2nd to 22nd July, 
E. F. do. do. £2000 do. 



Debit Port Account to Sandeman & Co. 
For Port, per Invoice Book, 



£ s. d. 



289 



407 



12 



.10 



7 
4 

12 



13 
7 



350 
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SOOK-KEEFIKa. 



DAY BOOK.-3l8t July 1874. 


31 


Debit White Wine Account to Sundries. 
Lronzaiez, jjudosc & kjO,, lor onerry, jtouu u u 
Deinhard & Jordan, for Sundries, 94 


£ 

594 


s, 

// 


d. 

H 


449 


8 


n 


Debit French Wine Account to Sundries. 
Barton & Guestier, for Claret, £200 
Perrier, Jouet & Co. for Champagne, 249 8 


111 


18 


9 


Debit Spirit Account to Kenault & Co. 
For Brandy, 


Debit Trade Charges to Sundries. 
The Edinr. & Leith Glass Co. for Bottles, £40 12 
John Veitch & Co. for Corks, 30 


70 


12 




611 


18 


9 


Debit Sundries to BiUs Payable. 
Gonzalez, Dubosc & Cd. for our acceptance @ 4 m/d., 

due Nov. 25, No. 33, - - - £500 
Eenault & Co. for our acceptance @ 2 m/d., 

due Oct. 2, No. 34, - - - 111 18 9 


30 
50 
40 
10 


It 

H 
H 

It 


H 

a 
u 

H 


Debit Sundries to Trade Charges. 
Port Account, for Bottles and Corks, doz. Bottled, 
White Wine Account, do. do. 
French Wine Account, do. do. 
Spirit Account, do. do. 


130 


n 


» 
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DAY BOOK-3l8t July 1874. 



Debit Balance to Sundries. 
Port Account, for Stock on hand per Inventory, 

White Wine Account, do. do. 

French Wine Account, do. do. 

Spirit Account, do. do. 

Trade Charges Account, do. do. 



Debit Profit and Loss to Sundries. 
Trade Charges, for Balance transferred. 
Abatement Account, do. 



£35 
6 



10 
3 



Debit Profit and Loss to Sundries. 
A. B. Capital Account for f ths of Profit, 
C. D. do. for |ths of do. 

E. F. do. for fths of do. 

G. H. do. for|th of do. 



£36 
24 
24 
12 



Debit Sundries to Profit and Loss. 

Port Account, for Profit, - £31 18 

Whito Wine Account, for do. - 60 1 2 

French Wine Account, for do. - 29 8 

Spirit Account, for do. - 4 10 3 

Interest Account, for Balances transferred, 12 1 1 



Debit CD. Capital Account to CD. Account Cur- 
rent 

For Sundries transferred, 



Debit G.H. Account Current to G.H. Capital Ac- 
count, 

For Amount at Credit transferred, - 



5193 
8097 
10,269 
2089 
152 



25,801 



41 



137 



96 



17 



15 



s. 
10 
6 

12 
2 



d. 



10 



13 



18 



14 
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Dr. 



1874 
July 



2 



6 
22 

It 

24 
31 



1874 
July 



31 



CASH. 



To A.B. Capital Account to acct. 

f, E.F. do. to acct. 

/, CD. do. infuU, 

„ G.H. do. in full, 

// Bank of Scotland, 

// Port Acct. for 3 doz. Port, 

// Bank of Scotland, 

/, William Mitchell, in full, 

,r A.B. Capital Account in full, 

/, E.F. do. in full, 

// G.H. do. Current for 

Sundries paid, 

„ Bank of Scotland, 



Abatement Account, Dis- 
counts received, ^ con. 
Cask Sales this month. 



To Balance brought forward. 



Abate- 
ment 
Account. 



15 



15 



d. 



Gash 
Sales. 



Banks 
and 
Accounts. 



4000 
3000 
5000 
2500 
65 

10,000 
175 
3500 
2000 

15 

35 



30,300 



41 



14 



10 



11 
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CONTRA. 



Cr. 



1874 
July 



22 
24 

31 



By Bank of Scotland, 
H White Wine Account, 
/, Y. Z. & Co., paid them first 

instalment to account, 
u Bank of Scotland, 
// C. D. Account Current, paid 

him to account, 
„ Bank of Scotland, 
// do. 

„ Trade Charges for Station- 
ery, &c. - - - 
„ Edinburgh and Leith Glass 
Co. in full, 
Trade Charges, paid 

Salaries, £20 a 
Incidents, 4 3 9 



C. D. Acct. Current, paid 
Incidents, 



Abatement Account, Dis- 
counts allowed, ^ con. - 
Trade Accts. paid this mo. 
Bal carried to next month. 



Abate- 
ment 
Account. 


Trade 
Accounts- 


Jb 


S. 


a. 


Jb 


S. 


a. 


tt 


// 
// 


tt 
tt 


tt 

64 


tt 

14 


tt 

10 


// 


// 


tt 


n 


tt 


// 


V 


n 


tt 


tt 


tt 


tt 


It 


H 


n 


u 


tt 


n 


A 


tt 


tt 


n 


tt 


tt 


// 


H 


tt 


tt 


tt 


tt 


n 


u 


tt 


15 


14 


6 


2 


12 


tt 


// 


tt 


H 


u 


H 


tt 




Q 



y 


n 


tt 


u 


tt 


tt 


// 


2 


12 


tt 








// 


tt 


tt 


tt 


tt 


tt 


n 
n 


u 
n 


tt 
tt 


u 


tt 


tt 



Banks and 
Accounts. 



7000 



10,000 
7500 



150 
5450 



40 



8 

104 
41 

30,300 



12 



1 
11 
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(1.) 



JOURNAL.-2nd July 1874. 



8 
9 

10 
11 
12 
1 

1 
1 



1 



Port Account for Port, ^ inventory 

White Wine Account for Sundries, do. 
French Wine Account for do. do. 
Spirit Account for do. do. 

Trade Charges Account for do. do. 
To Y. Z. & Co. for the above Wines, &c. 



A. B. Capital Acct. for share of Capital, f 
C. D. do. for do. do. | 
E. F. do. for do. do. f 
G. H. do. for do. do. ^ 
To Capital Account - - - - 



Cash Account 

To A. B. Capital Acct. for payment to acct. 
To K F. do. for do. 



15 
7 

7 
1 

2 
15 

9 
7 

3 
8 
9 

10 
12 



8 



15 



Bank of Scotland - 
To Cash Account for sum lodged - 



Drs. 



Cash Account 

To C. D. Capital Acct. for share of Capital 
To. G. H. do. for do. 
To Bank of Scotland for Cheque - 



White Wine Account 
To Cash Account for duty on Sherry 



James Blair of Mayfield 

To Port Account for Port 

To White Wine Account for Sherry 

To French Wine Account for Sundries 

To Trade Charges Account for Cases 



William Mitchell, Edinburgh - 
To Port Account for Port 

To White Wine Account for Sherry 



Cash Account 

To Bank of Scotland for Cheque - 

To Port Account for ready money sales 



Carried forward, 



6070 
7750 
9973 
1997 
210 



7500 
5000 
5000 
2500 



7000 

M 
M 

7000 

H 

7565 
II 
II 
II 

64 

II 

80 

II 
If 
II 

175 

II 
II 

10,007 



14 



10 



76,892| 410 



Crs. 



25,000 



20,000 



4000 
3000 



7000 



5000 
2500 
65 



64 

16 
35 
28 



14 



10 



10 
10 



80 
95 



10,000 



76,892 



:10 
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(a.) 


JOURNAL -4fh July 1874. 












I" 

A 






Drs. 


Crs. 






Brought forward, 




4 


10 




A 

4: 


lU 


4 


1 


Y. Z. & Co., for first instalment paid them 


















as agreed, 


10,000 


n 


// 










15 


Bank of Scotland for sum lodged - 


7500 




// 










7 


To Cash Account for above payments, 


// 


II 


// 


17,500 


// 


tt 


6 


7 


Cash Account, 


17^ 


II 


H 










3 


To William Mitchell for payment in full. 




II 


II 


175 


u 


H 









5 














1 K 


x>aUK. Oi ocotiauu. lor sum lougeu.. 


150 




N 










7 
/ 


J.O \^a8u jcxccoiinu lor dDove paymeni/S, 


// 


II 


II 


155 


II 


n 




3 


Alexander Tulloch, Edinburgh, 


289 


9 












8 


To Port Account, for Port, 


II 


n 


II 


48 










JLU TV XllUC TV LUXj j:\.yjKj\JiXlJ.v XUX OU-LLU-Llco, 


II 


II 


II 


136 


16 


n 




10 


To French Wine Account for Claret, 


II 


II 


tl 


I/O 


// 


II 




11 


To Spirit Account for Sundries, 


II 


II 


II 


1 1 


X o 


II 


lU 


6 


OIT u UIUl vjridSo, iJaLit. , XiUC/lL v^'asiie. 


407 


n 


II 








8 


To Port Account for Port, 


/' 


It 


II 




n 


II 




9 


To White Wine Account for Sundries, 






II 


154 


12 


u 




10 


io Jlrencn Wine Account for do. 


II 


II 


II 


100 


14 


II 




11 


To Spirit Account for Brandy, 


II 


II 


y 


22 


16 


II 




12 


To Trade Charges for Cas^s, 


II 


H 


II 


Q 



1 Q 


II 


20 


2 


C D. Account Current, _ - . 


12 


II 


II 








8 


To Port Account for Port, 


II 


II 


II 


12 


II 


II 


22 


7 


Cash Account, - - - - 


5500 


II 


II 








1 


±0 A. iJ. i^apiiai iiccu. lor oai. oi nis L'apitai, 


II 




II 


3500 


II 


II 




1 


To E. F. do. for do. 


II 


II 


II 


2000 


II 


II 




15 


x>aiik 01 ocotlana, - - - - 


5450 


II 


II 










7 


To Cash Account for sum lodged. 


u 


II 


II 


5450 


II 


n 


24 


7 


Cash Account, 


15 


14 


6 








2 


To G. H. Acct. Curt, for payment of sundry 


















accounts, 




// 


// 


15 


14 


6 




12 


Trade Charges, 


15 


14 


6 










7 


To Cash Acct. for Stationery, &c., paid by 


















G. H., 




M 


// 


15 


14 


6 


25 


12 


Trade Charges, 


1 


10 


// 










3 


To Sir John Glass for Cases returned. 


II 


// 


// 


1 


10 








Carried forward. 


106,413 


12 


10 


106,413 


12 


10 
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BOOK-KEEPING. 



(3.) 


JOURNAL.-3lBt July 1874. 










i 

Q 


a 




Drs. 


Crs. 


31 


1 
1 

13 


Brought forward, 
A. B. Capital Account for Interest, 
E. F. do. for do. 
To Interest Account, . . . . 


106,413 
7 
4 

tf 


12 
13 
7 
» 


10 
5 
8 

K 


106,413 
12 


12 
1 


10 
1 




8 
4 


To Sandeman & Co. for Port, 


350 


II 


II 
II 


350 


K 


u 




9 
4 
4 


White Wine Account, - . - 
To Gonzalez Dubosc & Co. for Sherry, 
To Deinhard & Jordan for Sundries, 


594 

tf 


II 
II 


II 
II 
H 


500 
94 


II 

n 


II 
II 




10 
4 
5 


French Wine Account, - - - - 
To Barton & Guestier for Claret, 
To Perrier, Jouet & Co. for Champagne, 


449 
II 


8 

// 

» 


II 

M 
H 


200 
249 


H 

8 


n 
It 




11 
5 


To Renault & Co. for Brandy, - 


111 

n 


18 

It 


9 


111 


18 


9 




12 

5 
5 


Trade Charges, 

To Edinburgh & Leith Glass Co. for Bottles, 
To John Veitch & Co. for Corks, 


70 


12 

// 


11 
It 


40 
30 


12 


H 





4 

6 
6 


Gonzalez Dubosc & Co. for our acceptance 
@ 4 m/d. due Nov. 25th 
Renault & Co. for do. @ 2 m/d, due Oct. 2, 
To Bills payable, - 


500 
111 


K 

18 

H 


It 

9 
// 


oil 


1 fi 

lo 


q 




7 
15 
13 


Cash Account, - - - - * - 
To Abatement Acct. for Discounts received, 


37 

// 
11 


12 

// 
// 


u 
II 
II 


35 
2 


// 

12 


II 
II 




5 
2 
12 
13 
7 


Edinburgh & Leith Glass Company, in full, 
C. D. Account Current, paid Incidents, - 
Trade Charges, paid Sundries, 
Abatement Acct., for Discounts allowed. 
To Cash Account, 


40 

24 
8 

n 


12 
5 
3 

15 

n 


II 

6 
9 

a 
II 


73 


16 


3 






Carried forward, 


108,724 


19 


"8 


108,724 


19 
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^4.) jbUBNAL.-3l8t July 1874. 



1 


it 




Drs. 


Crs. 






Brought forward, 


inft '70 A 
lUO, / 


1 Q 

Vd 


Q 

c5 


iUo, / £i'± 




Q 


31 


8 


Port Account for Bottles & Corks, 


30 


H 


// 








Q 

U 


Wnite Wine Account lor do. 


50 


II 


// 










10 


French Wine Account for do. 


40 


H 


// 










11 


Spirit Account for do. 


10 


K 


// 










12 


To Trade Charges, - - - 


ff 


n 


// 


130 


II 


// 






Balance, 


25,801 


10 


1 










8 


To Port Acct. for Stock on hand ^Inventory, 


/r 


H 


// 


5193 


10 


It 




9 


To White Wine Acct. for do. do. 


// 


II 


// 


8097 


6 


II 




10 


To French Wine Acct. for do. do. 


// 


n 


// 


10,269 


12 


n 




11 


To Spirit Account . for do. do. 


// 


II 




2089 


n 


H 




12 


To Trade Charges for do. do. 


H 


H 


II 


152 


2 


1 




14 


Profit and Loss, 


41 


13 


2 










12 


To Trade Charges for Balance transferred, 








35 


1 V/ 


9 




13 


To Ahatement Acct. for do. 








u 


O 


u 




8 


Port Account for Profit, 


31 


18 


// 










9 


White Wine Acct. for do. 


60 


1 


2 










10 


French Wine Acct. for do. 


29 


8 


// 










11 


Spirit Account for do. 






Q 










13 


Interest Account for Balance transferred, 


12 


1 


1 












T'n "Prnfif. atiH T.naia - _ _ _ 

X \J A. lyjXLu CUlU XjUOk), ~ ~ ~ 


II 


// 


II 






D 




14 


Profit and Loss, 


96 


5 


4 










1 


To A. B. Capital Account for ^ths of Profit, 


tt 


// 


// 


36 


2 


n 




1 


To C. D. do. for |ths of do. 


n . 






24 


1 


4 




1 


ToE. F. do. forfthsof do. 


II ■ 


// 


II 


24 


1 


4 




2 


ToG. H. do. for|thsof do. 


H 


h 


II 


12 


H 


8 




1 


C. D. Capital Account, - 


17 


5 


6 










2 


To C. D. Acct. Current for Sundries transf., 




// 


II 


17 


5 


6 




2 


G. H. Account Current - 


15 


14 


6 










2 


To G. H. Cap. Acct. for amount at Cr. transf. 


II 


II 


II 


15 


14 


6 


























134,965 


6 


9 


134,965 


6 


9 
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(1.) LEDGER. 


Dr. Y, Z. 4- Co. 


1874 
July 


4 
31 


To Cash paid them first instal- 
ment aa agreed, - - - 
n Balance, - - - . 


2 


10,000 
15,000 


n 
tt 


/f 

n 


25,000 


// 


// 














Dr. A, B. " Capital " Account 


1874 
July 

n 
It 


2 
31 


To Capital Account for his share 
of Capital, - - - - 
tt Interest Account for Interest, 
// Balance, - . - - 


1 
3 


7500 
7 

28 


u 

13 

8 


II 

5 
7 


7536 


2 


M 














Dr. C. D. " Capital" Account. 


1874 
July 

tr 


2 
31 


To Capital Account for his share 

of Capital, - 
n C. D. Account Current transf. 
n Balance, - - . . 


1 

4 


5000 
17 
6 


// 

.5 

15 


H 

6 
10 


5024 


1 


4 














Dr. E. F. " Capital" Account. 


1874 
July 

H 

n 


2 

31 
// 


To Capital Account for his share 
of Capital, - - - - 
// Interest Account for Interest, 
u Balance, 


1 

3 


5000 
4 
19 


7 

13 


n 

8 


5024 


1 


4 
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LEDGER. 








(1.) 






Vlflin Jynvnli. 

JiJ\JUvlV\JllUI \tlVy 












O. 


1874 
July 


2 


By Sundries, ^ Journal, - 


1 


25,000 






25,000 


1/ 


// 


n 


31 


By Balance, - . - - 




15,000 


II 


II 












GoutvcL, 












Cr. 


1874 
July 

II 

II 


2 
31 


By Cash to account, 
// do. in full, 
// Profit and Loss for his share 
of Profit, - - - - 


1 

2 

4 


4000 
oDUO 

36 


II 

n 

2 


II 
II 

II 


7536 


2 


















// 


II 




By Balance, - 




28 


8 


7 












QoutTu, 












Or. 


1874 
July 
II 


4 
31 


By Cash in full, 
// Profit gind Loss for his share 
of Profit, - - - - 


1 

4 


5000 
24 


// 

1 


II 


5024 


1 


4 


















II 




„ By Balance, 




6 


15 


10 












Contra, 












O. 




1874 
July 
II 


2 
22 
31 


By Cash to Account, 
„ do. in full, 
II Profit and Loss for his share 
of Profit, - - - - 


1 

2 

4 


3000 
2000 

24 


// 
II 

1 


// 
II 

4 


5024 


1 


4 


















II 




// Balance, - - . . 




19 


13 


8 









D 
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(a.) LEDGER. 


Dr. G. H. " Capital " Account. 


1874 
July 


2 
31 


To Capital Account for his share 

of Capital, 
n Balance, - - . - 


1 


2500 
27 


15 


II 
2 


2527 


15 


2 














Dr. CAPITAL ACCOUNT. 






















Dr. C. D. Account Current. 


July 


6 
20 
31 


To Cash paid him to account, - 
u Port Account for Port, 
/f Cash paid Incidents, - 


2 

// 
3 


•5 
12 

It 


u 
It 

6 


It 

H 

6 


17 


5 


6 














Dr. G. H. Account Current. 


1874 
July 


31 


To G. H. Capital Acct. transferred, 


4 


15 


14 


6 














(3,) Dr. JAMES BLAIR, Esq. 


1874 
July 


4 


To Sundries, Journal, - 


1 


80 


6 


// 








Dr. WILLIAM MITCHELL^ Esq. 


1874 
July 


4 


To Sundries, ^ Journal, - 


1 


175 
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LEDGER. (2.) 


Contra. Cr, 


1874 
July 

n 
u 

u 


4 
31 

n 
a 


By Cash in full, 
w Profit and lioss for his share 
of profit, - - - 
// G. EL Acct. Curt, transfd., - 

u By Balance, - - . 


1 

4 
4 


2600 

12 
15 


H 
If 

14 


II 

8 
6 


2527 


15 


2 


27 


15 


2 








Contra, Cr, 


1874 
July 


2 


By Sundries ^ Journal, - 


1 


20,000 


It 


// 








Contra, 


Cr, 


1874 
July 


31 


By C. D. Capital Acct. transfd., 


4 


17 


5 


6 


17 


5 


6 














Contra, Cr, 


1874 
July 


24 


By Cash paid sundry Accounts, 


2 


16 


14 


6 
















of Mayfieldy Dunfermline, 




Cr, (3.) 






















Edinburgh, Cr, 


1874 
July 


6 


By Cash in full. 


2 


175 


It 
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(3.) LEDGER. 



Dr. ALEXANDER TULLOCHy Esq, 



1874 
July 


6 


To Sundries ^ Journal, - 


2 


289 


9 


H 








Dr. SIR JOHN GLASS, Bart. 


1874 
July 

It 


10 
31 


To Sundries ^ Journal, - 
H Balance, - . . . 


2 


407 

« 


// 


H 
U 


407 


H 


1 


405 


10 








(4.) Dr. SANDEMAN ^ Co. 






















Dr. GONZALEZ DUBOSC 4r Co. 


1874 
July 


13 


To Bills Payable for our accept- 
ance @ 4 m/d., due Nov, 25, 


3 


500 




It 














Dr. DEINHARD ^ JORDAN. 






















Dr. BARTON ^ GUESTIER. 
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LEDQEB. (3.) 


Edinburgh. Or. 






















Rock Castle^ Dumharton. Cr, 


1874 
July 
// 


25 
31 


By Trade Charges for Cases, 
// Balance, . - - - 


2 


1 

405 


10 
10 


n 
II 


407 


// 
















Oporto. Cr. (4.) 


1874 
July 


31 


By Port Account for Port, 


3 


350 


// 


II 








Xerez. Cr. 


1874 
July 


31 


By White Wine Acct. for Sherry, 


3 


500 




11 
















CohleTiz. 


Cr. 


1874 
July 


31 


By White Wine Acct. for Sundries, 


3 


94 


u 


II 








Bordeaux. Cr, 


1874 

JvHj 


31 


By French Wine Acct. for Claret, 


3 


200 


// 
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(6.) 



LEDGER. 



Dr. 



PERRIER, JOUET, ^ CO. 



Dr. 



RENAULT ^ CO. 



1874 
July 31 



To Bills Payable for our accept- 
ance, @ 2 m/d., due Oct 2, 



111 



18 



Dr. 



THE EDINR. ^ LEITH GLASS CO. 



1874 
July 



31 



To Cash in full, Discount 52/, 



40 



12 



Dr. 



JOHN VEITCH ^ CO. 



(e.) Dr. 



BILLS PAYABLE. 



(7.) Dr. 



CASH. 



1874 
July 



2 
4 

H 

6 

22 
24 

31 



1874 
July 31 



To Sundries, ^ Journal, - 
# Do. do. 
// Do. do. 
, William Mitchell, 
H Sundries, ^ Journal, - 
Qr.'R. Account Current, paid 
Sundries, - - - - 
H Sundries, ^ Journal, - 



Balance brought forward. 



7000 
7565 
10,007 
175 
5500 

15 
37 



30,300 
^Tl 



10 



6 

n 



Digitized by 



Google 



WINE merchant's BOOKS. 



31 



LEDGER. (6.) 


Epemay. Cr, 


1874 
July 


31 


By French Wine Account for 
Champagne, 


3 


249 


8 










Cognac. Cr, 


1874 
July 


31 


By Spirit Account for Brandy, - 


3 


111 


18 


9 














Leith. Cr. 


1874 
July 


31 


By Trade Charges for Bottles, - 


3 


40 


12 


// 














Leith. Cr. 


1874 
July 


31 


By Trade Charges for Corks, 


3 


30 




// 








Contra. Or. (6.) 


1874 
July 


41 


By Sundries, ^ Journal, 


3 


611 


18 


9 








CONTBA. 




Cr. (7.) 


1874 
July 

n 

It 

n 
If 
n 
n 
n 


2 
4 

H 

6 
22 
24 
31 


By Bank of Scotland, 
n White Wine Account duty 

on Sherry, 
H Sundries, ^ Journal, - 
„ Do. do. 
n Bank of Scotland, 
H Trade Charges for Sundries, - 
u Sundries, ^ Journal, - 
H Balance carried forward. 


1 

// 

2 

// 

H 
H 

3 


7000 

64 
17,500 
155 
5450 
15 
73 
41 


14 

n 
It 
It 

14 
16 
4 


10 

// 
n 
u 

6 
3 
11 


30,300 


10 


6 
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LEDGER. 



(8.) Dr, 



PORT ACCOUNT, 



1874 
July 

H 
H 


2 
31 

n 
n 


To Y. Z. & Co. for Port Inven. 
n Sandeman & Co. 
// Trade charges for bots. & corks, 
// Profit and Loss for Profit, - 


1 

3 
4 
4 


350 
30 
31 


// 

n 
tt 

18 


// 
// 

n 


5070 
411 


// 

18 


n 
















H 
















5481 


18 




// 




// Balance per Inventory, 










5193 


10 





(9.) Dr. 



WHITE WINE ACCOUNT. 



1874 
July 



To Y. Z. & Co. for Sundries - 
// Cash paid duty on Sherry, - 
// Sundries per Journal, - 
// Trade charges for bots. & corks, 
// Profit and Loss for Profit, - 



# Balance per Inventory, 



64 
594 
50 
60 



14 



(lOO Dr. 



FRENCH WINE ACCOUNT. 



mi 




















July 


2 


To Y. Z. & Co. for Sundries per 


















Inventory, - - - - 


1 




// 


// 


9973 


// 


// 


II 


31 


u Sundries per Journal, - 


3 


449 


8 


// 








II 


n 


1, Trade charges for bots. & corks. 


4 


40 


// 


// 








It 


II 


// Profit and Loss for Profit, - 


4 


29 


8 


// 






















518 


16 




If 


II 


// Balance per Inventory, 










n 


10,491 


16 


u 


10,269 


12 


rr 



(11.) Dr. 



SPIRIT ACCOUNT. 



1874 
July 



To Y. Z. & Co. for Sundries per 

Inventory, - 
// Henault & Co. for Brandy, - 
/, Trade charges for bots. & corks, 
// Profit and Loss for Profit, - 



// Balance per Inventory, 



111 
10 
4 
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LEDGER. 


(8.) 


Contra. 


Cr. 



1874 
July 



By James Blair, 

^ William Mitchell, 

u Cash, Keady Money Sales, - 

u Alexander Tulloch, 

«r Sir John Glass, - 

H C. D. Account Current, 

„ BaL for Stock on hand Iny. 



16 
80 
7 
48 
125 
12 
5193 



Contra. 



1874 
July 



By James Blair, 
„ William Mitchell, 
// Alexander Tulloch, 
n Sir John Glass. - 
^ BaL for Stock on hand, p. Inv. 



35 
95 
136 
154 
8097 



Contra, 



1874 

July 



By James Blair, 
// Alexander Tulloch, 
,/ Sir John Glass, - 
„ Balance for Stock on 
per Inventory, 



hand 



28 
93 
100 

10,269 



Contra, 



1874 
July 



By Alexander Tulloch, 
Sir John Glass, - 
,/ Balance for Stock on hand 
per Inventory, 



11 
22 

2089 



5481 



18 



Cr. (9.) 



8518 



16 



Cr. (lO.) 



10,491 



16 



Cr. (11.) 



2123 
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(la.) 



LEDGER. 



Dr. 



TRADE CHARGES ACCOUNT. 



1874 
July 



To Y. Z. & Co. for Sundries, 
H Cash, paid for Stationery, 
H Sir John Glass, - 
// Sundries, per Journal, - 
u Cash paid Sundries, 



To Balance, 



15 
1 
70 
24 



14 
10 
12 
3 



(13.) Dr. 



INTEREST ACCOUNT. 



1874 
July 



31 



To Profit and Loss transferred. 



12 



D\ 



ABA TEMENT A CCD UNT. 



1874 
July 



31 



To Cash for Discount allowed, - 



15 



.(14.) Dr. 



PROFIT aivd LOSS. 



1874 
July 



31 



To Sundries, per Journal trans- 
ferred, - - - . 
Do. do. do. 



41 

96 



13 
5 
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LEDGER. (la.) 


Contra, Cr, 


1874 
July 

n 
It 
II 

H 


4 

10 
31 

n 
It 


By James Blair, - . . 
H Sir Jolin Glass, - - - 
// Sundries, per Journal, - 
// Profit and Loss for difference 
transferred, . - - 
// Balance for Stock on hand, - 


1 
2 
4 

4 

// 


H 

3 

130 

35 
162 


10 
18 

„ 

10 

2 


n 

II 

It 

2 
1 


322 


n 


3 














Contra, 


Cr. (13,) 


1874 
July 


31 


By Sundries, per Journal, 


3 


12 


1 


1 














Contra, Cr, 


1874 
July 

H 


31 

// 


By Cash for Discounts received, 
„ Profit and Loss for difference 
transferred. 


3 
4 


2 
6 


12 
3 


// 
// 


8 


15 


// 














Contra. 




Cr, (14.) 


1874 
July 


31 


By Sundries, per Journal, for 
Profits, - - - - 


4 


137 


18 


6 


137 


18 


6 
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LEDGER. (16.) 



Dr. ' BANK OF SCOTLAND, Edinburgh, Or, 



1874 














1874 














July 


2 


To Cash lodged, - 


I 


7000 


u 


II 


July 


4 


By Cash drawn, - 


1 


65 


H 


u 


// 


4 


H do. 


2 


7500 


ft 


n 


ff 




u do. 


1 


10,000 


U 


n 


It 


6 


,1 do. 




150 


n 


II 


II 


31 


// do. 


3 


35 


n 


II 


» 


22 


K do. 


>> 


5450 


II 


H 


II 




// Balance carried 




























forward. 




10,000 


n 


II 










20,100 





M 










20,100 


n 


K 




31 


To Balance brought 




























down, 




10,000 


n 


II 

















Dr. BALANCE SHEET. Or. 







£ 


s. 


d. 








£ 


s. 


d. 


To Port in Stock, - 




5193 


10 


II 




By Y. Z. & Co. - 




15,000 


II 


// 


II White Wine do. 




8097 


6 


H 




„ Capital, - 




20,000 


II 


n 


// French Wine do. 




10,269 


12 


H 




„ Sandeman, 










// Spirit Acct. do. 




2089 


// 


II 




Oporto, 




350 


H 


It 














// Deinhard and 


































25,649 


8 


II 




Jordan, 




94 


II 


II 


Trade Charges, - 




152 


2 


1 




,/ Barton and 










// Bk. of Scotland, 




10,000 


// 


// 




Guestier, 
„ Perrier, Jouet, 




200 


II 


II 


// Customers, viz. : 


















Jas.Blair, £80 6 
A.Tulloch, 289 9 












&Co. - 




249 


8 


II 












// John Veitch & 










SirJ.Glafls,405 10 












Co. 




30 


// 


II 




775 


5 






,/ Bills payable, - 
// Partners* Accts. : 




611 


18 


9 








n 






// Cash in hand, - 




41 


4 


11 




A. B.£28 8 7 




















CD. 6 15 10 
E. F. 19 13 8 
G. H. 27 15 2 


























82 


13 


3 
























36,618 


II 


// 








36,618 


v 


II 








1 
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SECTION III. 



A LIFE ASSUEANCE COMPANY'S BOOKS. 

It is neither the author's object nor intention to enter very particularly 
into what is styled " the importance of Life Assurance," as this is well 
understood by the community, and has been most ably treated by a 
score of writers. The subject is exhausted, so far as the principle is 
concerned, — ^its advantages have been presented in every light and 
every form, — appeals have been made to infants, to adults, to middle 
life, and to old age; husbands are constantly entreated to consider 
their dependent partners and unprovided offspring ; — ^wives urged to 
economise out of the res angusta domi, so that the essential annual 
premium be forthcoming ; guardians inundated with reports and pro- 
spectuses, aud men of a particular age, untrammelled with incumbrances, 
are initiated into the mysteries of Life Assurance, and made to waste 
much precious time in ascertaining the best office in which they can 
sink their money, or, in other words, purchase an annuity. 

A few remarks explanatory of the classes into which Insurance 
Companies are divided, and the different kinds of transactions that 
they facilitate, may be interesting to those who have not as yet paid 
attention to the subject. 

There are three classes of offices, — 1st, Proprietary Offices, in 
which the whole realised profits are divided among the stock-holders, 
and the assured are relieved from all risk ; 2nd, Mutual Oppiobs, in 
which the insured bear the whole risk, and are entitled to the whole 
profits; aud 3rd, Mixed Proprietary or Participation Offices, 
where there is a body of responsible proprietors, but the profits are 
divided in certain proportions between the stock and policy holders. 

As each and all have their merits, and are more or less attractive to 
insurers, it would be invidious to recommend any particular class, 
but a quotation from Mr G. M. Bell's work on the subject may not 
be inappropriate. He says, "We need scarcely remind the reader 



Digitized by Google 



38 



BOOK-KEEPING. 



that security against loss is the first object to be aimed at in effecting 
an insurance of any kind ; that profit is a secondary consideration in 
the matter of insurance, and that that Company, therefore, is the most 
eligible, as far as insuring goes, which to a large capital adds a system 
of judicious and well tested management." 

The advantages of Life Assurance are too numerous to be here de- 
tailed, but the legal and commercial worlds reap the most important 
benefits from the opportunity it offers for carrying out transactions 
which, without it, would be impracticable. For example, we may ad- 
duce the following cases, where the most important objects in life are 
facilitated : — 

The providing for one's family by settlement, of which a Life As- 
surance Policy may form the principal, if not the only feature. 

The giving security for loans, or to Cautioners on a cash credit, and 
in assuring to trustees, guardians, or even parents, the repayment of 
outlay or advance, for their wards or children, in the event of pre- 
mature death. 

The securing payment of debts. 

The enabling landed-proprietors, under entailed restrictions, to pur- 
chase up life interests or burdens of junior members of the family. 

The furnishing means, in situations of trust, where a regular Gua- 
rantee may not be required, of depositing, by assignation or otherwise, 
a policy in security for intromissions. 

This last example is, of course, attended with specialties, such as an 
undertaking to re-assign, &c, but it is here referred to, merely to show 
the peculiar advantages possessed by Life Assurance in cases where its 
utility might never have been contemplated. 

An immense variety of examples might be given, illustrative of the 
benefits to be derived from Life Assurance, but neither '\vill space 
admit nor is it essential to the matter in hand. Before proceeing, 
however, to the system of books, the author would quote a paragraph 
from the prospectus of an old established Scotch company, showing 
the absurdity of the too common idea that individuals can accumulate 
their income with the same advantages as those possessed by Lisurance 
Companies. " It is an erroneous view of the subject, although com- 
mon, to suppose that, instead of disposing periodically of a small 
surplus, by paying it to an Assurance Company, it would be equally 
advantageous for an individual to lay it aside for his own behoof. 
The contingency of sudden death— the difficulty of finding invest- 
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ments, and the length of the time that must necessarily elapse before 
any considerable amount can be accumulated, render such an attempt 
to make provision for a family, full of anxiety, and all but hopeless ; 
whereas, by assuring his life, he is from that moment secured in the 
benefit of a sum as large, and perhaps larger than he could have ac- 
cumulated in a long hfe. Suppose, for example, a person aged 27, 
possessing an income of £200 per annum, were to lay aside annually 
£20, and carefully improve it, entn at 4 per cent, compound interest ; 
at the end of 15 years he would find himself possessed of £400; 
whereas, by insuring his life, the same payment would have secured 
£1000, and that from the 'payment of the first premium o/£20." 

There is still a wide field open for life Assurance ; it is as yet in 
its infancy, and millions of our fellows remain uninsured. It is satis- 
factory, however, to know that the short-sighted policy which would 
throw obstacles in the way of rising institutions, with the expectation 
of increasing the business and swelling the revenues of old offices, is 
now beginning to give way ; for it is an undoubted fact, that every 
new office, when based upon sound principles, in no way detracts from 
the profit of others, but, on the contrary, tends greatly to -the advan 
tage and prosperity of Assurance Institutions in general, in more 
widely disseminating the principles and advantages of Life Assurance, 
by which they one and all derive a benefit. 

All this has been most ably advanced in many pamphlets, and duly 
disseminated through countless channels ; but as yet no Treatise has 
appeared upon the Book-keeping of Life Assurance Companies — ^no 
vade mecum for Assurance Book-keepers — ^no recognised' and approved 
system of books published for the benefit of young offices and the en- 
couragement and guidance of Actuaries, who, however talented and 
conversant with figuring and calculation, may be at a loss perhaps for 
styles and systems in Book-keeping. 

To old estabHshed offices, possessing long tried, although in some 
cases rather cumbersome, systems, there is no desire to suggest any 
change; but to younger offices, or to any companies that may yet 
be started, it may be advantageous to consult a Manual which gives 
a concise yet sufficiently explanatory system of Book-keeping, nOt 
founded on theory alone, but which has stood the test of many 
years in an existing office. To the simplicity, and at the same time 
comprehensiveness of this system, the author can bear testimony, 
having himself been practically conversant with its working, and fully 
assured of its completeness. 
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The Set of Books for a Life Ofl&ce may be classed under two heads : — 

1. Principal Books for direct transactions at the Head Office. 

2. Subsidiary Books, for Agency business. 

The first class comprehends — 

1. BEGISTEB OF RECEIPTS. 

2. DAILY CASH BOOK. 

3. GENERAL CASH BOOK. 

4. PRINCIPAL JOURNAL. 

5. GENERAL LEDGER. 

6. INVESTMENT LEDGER. 

7. REGISTER OF POLICIES. 

The second class is represented by — 

8. AGENT'S MEMORANDUM BOOKS. 

9. AGENT'S DEBIT JOURNAL. 

10. AGENTS CREDIT JOURNAL. 

11. AGENTS LEDGER, and CONTINUATION BOOKS. 

1. Bboisteb of Beceipts.— In this Begister are entered, all sums 
falling due in every month during the course of the year, in the order of 
dates on which they are payable ; and embrace Benewal-premiums, 
New Premiums, Interest, Dividends on Stock, Annuities, &c. 

2. Daily Cash Book. — ^This Book needs no description. The 
simpler the form the better, but every entry should have a corres- 
ponding heading in the Ledger, to which it is posted from the General 
Cash Book. A column for Bank transactions is also reconunended. 

3. General Cash Book. — This is simply kept for the classification 
of entries contained in the Daily Cash, and which are posted direct 
from this to the General Ledger. 

4. Principal Journal. — Although the principle upon which this 
book is kept, has been particularly explained in former chapters, to 
make the present system complete in itself, as applied to life assurance 
business, a further description is now given. The Journal is made 
up from the Register of Beceipts, in which, as before described, the 
sums receivable during the month, are detailed under distinct heads. 
But it is only with the sununations of these classified receipts that we 
have to deal in Journalising, and the entries are very simple. For 
instance " Head Office Premiums " are debited with the amount 
falling due under that head in the month in question, and the counter- 
balance is preserved by crediting Premiums A, and Premiums B, for 
their respective amounts, as embraced therein, A and B being the classi- 
fication under which they are recognised in the Ledger, and denoting 
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their participation or non-participation in tlie profits of the Company. 
" Annuities Eboeivable," " Self - redeeming Annuities due," 
" Heritable Interests due," and " Dividends on Stock due," are 
then debited with the gross amounts appearing under their respective 
heads in the Eegister. All these debits having been made in the 
Journal, the counter-entry must be made, which is a simple credit of 
the whole amounts to "Interest Account," thus exhausting the 
Eegister op Eecbipts, and completing the double entry. 

The several accounts having been thus debited with the monthly 
amounts falling due, the relative Credits are carried out from another 
channel, namely, the Abstract Cash Book, whence the sums actually 
received for premiums, SeK-redeeming Annuities, Heritable Interests, 
and Dividends on Stocks, are posted to their respective accounts ; 
and should there be a difference or balance thereon, it must necessarily 
arise either from sums in arrear, or from premiurfis dropt, which are 
written off by a cross entry to the debit of Premiums A and B, and to 
the credit of " Head Office Premiums." 

The remainder of the principal Books require no particular descrip- 
tion, as they are of the form in common use and speak for themselves. 
To proceed, therefore, with an explanation of the system, we wiU now 
take the transactions with the agencies. The Agent's Debit Journal 
supplies the place of the Eegister of Eeceipts, in affording materials for 
the Principal Journal. The agents are debited with the total sums as 
detailed in their Debit Journal, these sums embracing A and B 
Premiums, Interests, Annuities, and Sundry Charges, which 
accounts are in their turn respectively credited with the same. 

Thus, it will be observed, that the whole working of the establish- 
ment is concentrated in the principal Journal, and the only thing re- 
quired to render the system of Books complete, is the cross entry at 
the end of each month of " Cash Dr. to Sundries," and vice versa 
to act as a check upon the annual balance. 

A writer on this subject (impubHshed), explains the utility of this 
apparently superfluous entry, thus : — " By taking the balances on the 
Ledger at the end of one year, and adding the total summations in the 
Journal for the following year, it will give what ought to be the balance 
at the latter date. This arises from all sums falling due being debited 
and also credited in the Journal, and the cash requires to be brought 
through the same way, in order that it may correspond with the sums 
posted to the Debtor and Creditor sides of the Ledger. But I should 
consider that its utility is best developed, in operating as a very efficient 
p 
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check upon the posting to the Ledger, from both Journal and Cash 
Books, and also upon the summation of Journal columns ; and enables 
us at once, by a comparison, to detect any error that may have occurred 
during the year, and operates very favourably in facilitating its cor^ 
rection." 

It is almost superfluous to add, that the General Ledger, on receiv- 
ing the whole contents of the Principal Journal and Abstract Cash 
Book distributed throughout, becomes the sole depositary of the Com- 
pany's transactions, shewing on its credit side, the source from whence 
the funds have been derivedy and on its debit side, the manner in which 
those means have been applied. 

The foregoing directions may be considered sufficiently explicit with- 
out farther illustration, as a set of Books for a Life Assurance business 
would occupy too large a space in such a work as this. Simplicity in 
the style of returns' for the inspection and information of the Direc- 
tors, is, however, a great point to be aimed at, more especially when 
investment at critical periods is of vital importance. Elaborate state- 
ments are calculated to defeat the object of making boards acquainted 
with the position of affairs ; so that, the Office-bearers of Insurance 
Companies, should study the easiest methods of making their current 
operations intelHgible ; above all, the Cash transactions upon which 
any accumulation may arise. 

The following style of an " Abstract of Cash," for the guidance of a 
Board of Directors, gives a very simple analysis of the working of a 
Company. 
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LIMITED LIABILITY COMPANIES. 

In the present day when so many schemes are launched in the Com- 
mercial world. more or less attractive, offering inducements for specu- 
lation in the shape of large prospective Dividends, which are based on 
the ascertained profits of a going business, and backed by the satis- 
factory assurance that the Liability of Shareholders is limited to the 
amount for which they subscribe, it is of some consequence that the 
investing public should be made acquainted with the accoimting pre- 
scribed by the Act 25 & 26 Vic, cap. 89, by which the true position 
of the Companies* affairs must be exhibited and made patent to every 
Shareholder. 

The following definition of Limited Liability taken from BelFs 
Lectures, voL i., p. 397, may be instructive : — 

" In regard to companies with liability limited either by shares or 
guarantee, it may be useful to notice that the members are not severally 
liable to contribute to the assets for payment of the debts of the com- 
pany to the extent of the aggregate amount of the subscribed capital 
not paid up. When the limitation is by shares, each member is liable 
only for the unpaid portion, if any, of the shares subscribed £(» by 
himseK. When the limitation is by guarantee, each member is liable 
only to the extent of the unpaid portion, if any, of the sum he himself 
has undertaken to contribute ; and the limitation holds in either case, 
although by the failure of co-partners a portion of the debts lawfully 
contracted by the company from third parties may remain unpaid." 

It is obligatory (see First Schedule, Table A of the Act above re- 
ferred to), to present certain accounts to Shareholders, as follows ; — 

" Accounts. 

"(78). The Directors shall cause true accounts to be kept of the 
Stock in Trade of the Company ; 
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" Of the sums of money received and expended by the Com- 
pany, and the matter in respect of which such receipt and 
expenditure take place ; and 
" Of the Credits and Liabihties of the Company. 

" The Books of Account shall be kept at the Kegistered Office of 
the Company, and subject to any reasonable restrictions as to the 
time and manner of inspecting the same, that may be imposed by 
the Company in General Meeting, shall be open to the inspection 
of the Members during the hours of business. 

(79)- Once at the least in every year the Directors shall lay before 
the Company in General Meeting, a statement of the Income and 
Expenditure for the past year made up to a date not more than 
three months before such meeting. 

80)- The Statement so made shall show, arranged under the most 
convenient heads; the amount of Gross Income, distinguishing the 
several sources from which it has been derived, and the amount 
of Gross Expenditure, distinguishing the expenses of the estab- 
lishment, salaries, and other matters : every item of expenditure 
fairly chargeable against the year's income shall be brought into 
account, so that a just balance of Profit and Loss may be laid 
before the meeting ; and in cases where any item of expenditure 
which may in fairness be distributed over several yearg has been 
incurred in any one year, the whole amount of such item shall be 
stated, with the addition of the reasons why only a portion of 
such Expenditure is charged against the Income of the year. 

(81). A Balance-sheet shall be made out in every year, and laid be- 
fore the Company in General Meeting, and such Balance-sheet 
shall contain a summary of the property and liabihties of the 
Company, arranged under the heads appearing in the form an- 
nexed to this Table, or as near thereto as circumstances admit 

" Audit. 

(83). Once at least in every year the Accounts of the Company shall 
be examined, and the correctness of the Balance-sheet ascertained 
by one or more auditor or auditors. 

86). The Auditors may be Members of the Company; but no 
person is eligible as an Auditor who is interested otherwise than 
as a Member in any transaction of the Company, and no Director 
or other officer of the Company is eligible during his continuance 
in office. 
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" (92)* Every Auditor shall he supplied with a copy of the Balance- 
sheet, and it shall he his duty to examine the same, with the 
Accounts and Vouchers relating thereto. 

" (93). Every Auditor shall have a list delivered to him of all Books 
kept by the Company, and shall at all reasonable times have 
access to the books and accounts of the Company. He may, at 
the expense of the Company, employ accountants or other persons 
to assist him in investigating such accounts, and he may, in re- 
lation to such accounts, examine the Directors or any other officer 
of the Company. 

(94)* The Auditors shall make a report to the Members upon the 
BeJance-sheet and Accounts, and in every such report they shall 
state whether, in their opinion, the Balance-sheet is a full and 
fair Balance-sheet, containing the particulars required by these 
regulations, and properly drawn up so as to exhibit a true and 
correct view of the state of the Company's affairs ; and in case 
they have called for explanations or information from the Direc- 
tors, whether such explanations or information have been given 
by the Directors, and whether they have been satisfactory ; and 
such report shall be read, together with the Keport of the Direc- 
tors, at the Ordinary Meeting." 

The Shareholder of a Limited Liability Company under the above 
recited Act, has thus full and free opportunity of studying the financial 
position, success or failure, of the Company in which he is interested. 
He learns certain facts, which must show its progress, and by which 
in a great degree he can test its stability and sufficiency ; moreover, 
before the statement is put into Ms hands, it must bear the impress of 
an auditor's certificate, which is an additional assurance that all reason- 
able means have been adopted to insure a fair and correct account of 
the Company's affairs. 

The Act recommends for adoption a form of " Balance-sheet," or as 
near thereto as circumstances admit, and it is now submitted below, 
but followed by "Balance-sheets and Statements" of an existing 
Company, of course adapted to^ another locality, which show to what 
extent the suggestions or requirements of the Act have been complied 
with, and how the great and important points, which it was imperative 
to mention, have been dealt with. 
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PROFIT A LOSS ACCOUNT of the Deefborb Colliery 
CoMFANY (Limited)," as at 31st December 1873. 



1. Kbvenub or Eeceifts during year 1873, 
Cottage and other Eents received, - 
Transfer Fees received at Head Office, 


- 




- 


£121,361 
744 
785 
68 


14 
1 

14 
5 


H 

7 
5 

II 


II. Payments, &c., — 








£122,959 


15 


II 


Boring New Fields, - 
Machinery purchased, _ - . 
Pit Kails and Hutch Wheels, 
Expenses incurred on Eailroad, - 
Sinking, 


£980 
4432 
1306 
2303 
5308 


15 
14 
10 
6 

16 


2 
2 

If 

5 

6 










14,332 


2 


3 








Wages paid, 

Do. Outstanding 31st Dec. 1873, - 
Iron, Wood, &c., used, - - - 
Oil, Grease, and Waste, 

Eopes, 

Lordship, 

Surface damage, - 

General Charges, - . . _ 

Do. at Head Office, 
Salaries, . - - - - 

Stationery, 

General Repairs, - - 

Interest, 

Discount and Commission, - 

Petty Expenses, . - - - 

Law Expenses, 

Discount on Book Debts outstanding — 
Less £382, lis. 6d. (1872) recouped. 
Bad Debts estimated at, - 
Sum set apart for Contingent Claims, - 


52,350 
1832 
5061 
476 
620 
8299 
101 
3095 
221 
2022 
199 
110 
241 
1773 
1222 
752 
16 

49 
132 
3000 


9 
9 
11 
7 

19 
8 
12 
6 
7 
1 
19 
12 
11 
8 
6 
6 
ff 

19 
1 


2 
8 
7 
3 

ff 
1 
1 

11 
6 
5 
3 
5 
3 
2 
7 
7 

11 

11 
9 

II 


95,912 


1 


9 










Nett Profit for 1873, 
Deduct Interim Dividend paid in June, 




£27,047 
11,180 


13 

// 


3 
5 


Balance for year 1873, - 


£15,867 


12 


10 


Add Profit for year 1872, 
Less Dividends paid. 


33,345 
26,221 


IC 
17 


11 
7 


7123 


13 


4 










Surplus, per Balance Sheet, 31st Dec. 1873, 




£22,991 


6 


2 



S. J. B., Auditor. 
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The " Deepbore Colliery Company (Limited)," is assumed to have 
Collieries situated at various places, but the books of the works are 
kept at the village of Deepbore," and the financial operations are 
recorded in the principal books which are kept at the Kegistered Office 
of the Company — say, in Nowcastle-on-Tyne. 

The Colliery Books merely record the working operations of the 
Company, showing the cost and value of produce, and the debts due 
to or by the Company in connection therewith. They are kept by 
double entry in the usual form ; the books in use being " Cash Book," 
" Day Book," " Purchase Book," " Sales Book," "BiU Book," Jour- 
nal," and " General Ledgers;" and, at time of balancing, the difference 
on this set of books must agree with that on the books kept at Head 
Office, after giving effect to the " Profit and Loss " account 

The Head Office books, on the other hand, embrace the " Share 
Capital," " Loan Operations," " Dividends," " Eeserve Fund," " Profit 
and Loss," and " Property " Accounts ; and, as explained above, the 
difference thereon must agree with that at the Collieries. The books 
used are " Cash Book," " Journal," and " Ledger." 

The " Trial " and " Final Balance " sheets now submitted, exhibit 
the method pursued at a glance, and the Profit and Loss account 
shows — (1), the Revenue derived from every source; and, (2), the 
charges affecting it, bringing out a Surplus or divisible Fund, all in 
terms of the Act. 

It will be observed by an experienced accountant, on a revisal of 
the Profit and Loss account, that in this case, nothing has been written 
off for depreciation of property, or tear and wear of plant, which con- 
tingency should always be provided for; but it so happens in this 
case, that the plant, machinery, &c., are all new, and the Directors of 
the Company hold, that there is no necessity for such writing off at 
present, seeing that so large a sum as £14,332, 2s. 3d. had been carried 
against Revenue for Expenditure, which might have been charged to 
Property or Capital. 
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KEGISTER OF MEMBERS. 

One of the most important^ Records required under " The Company's 
Act, 1862," is a " Register of Members " (see sec. 25), with its relative 
" Share Ledgers " and " Transfer Books." These books form primary 
Records upon which the Company is founded ; therefore no erasure 
should be made upon them. 

There are many forms in use, several being private copyrights, and 
very clever productions ; but the author annexes a specimen, which is 
perhaps the most complete, as well as the most concise, he has come 
in contact with in his varied experience. It combines all the books 
above mentioned in one volume, and, with sundry additional requisites, 
forms a multum in parvo. 

The particular merits of this style consist : — 

1st. In the absence of numerous date columns, so common to most 
systems, me column alone sufficing for every kind of entry, there- 
by shewing the daily progress of each Member's Share Account. 

2nd In the extreme facility which is afforded at any time (1) of 
tracing transfers ; (2), of seeing at a glance the Balance of either 
Shares or Cash, whether in advance of, or in arrear of, Calls ; (3), 
the effect of transfers on Calls ; (4), the Balance of Interest at 
Shareholder's debit or credit; (5), the total number of Shares 
issued by the Company, which is found by adding up the last 
Balance on each Member^s Share column ; and (6), of calculating 
a Dividend, whether on the Balance of Shares, or according to 
the progressive dates on which the Calls are paid. 

On reference to the specimen page, it will be observed that as the 
" Date " column forms the basis of every entry, in recording a trans- 
action, the Book-keeper should ^r^^^ZZ in the date, and then proceed 
to distribute the other matter to the left or right of the date column. 
The " Number of Shares " and the " Cash " columns are worked on 
the progressive or balance principle. All " Transfers," whether from, 
or to, must be entered in red ink. The Interest on Calls in advance 
or arrear, which can be allowed or charged at any rates fixed under 
the Articles of Association, may be extended and squared off at any 
time, whether at Payment of a Call or Declaration of a Dividend ; 
and, in conclusion, a full description of each transaction should be 
given in the " Description " column, so as to make the book eis com- 
plete as possible, and prevent unnecessary explanations. 
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A SHIPPING COMPANY'S BOOKS. 

Having for some years acted as Auditor of an extensive Steam Shipping 
Company, the books of which have been kept at the Head Office and 
terminals in a manner that has often ehcited his special approbation, 
the Author has received permission from the manager to give a speci- 
men of these books, as a model which he can strongly recommend in 
every respect. 

For obvious reasons, the name of the Company and the peculiar 
trade have been altered ; and the forms of books which are now given 
are more to illustrate the system, by a few entries, than to show the 
whole operations of the concern — that is, the entries which follow will 
not be found to bring out the Balance Sheet with which the series 
closes, but are merely introduced as specimens of the system. 

Of all commercial companies there are none which require greater 
regularity and attention in the management of their books than Ship- 
ping Companies ; every entry must be made without delay, and the 
day's work must be brought up before the day closes. To ensure this 
it is essential that only the best clerks should be employed, possessing 
a thorough knowledge of Book-keeping, backed by energy and per- 
severance. In the Company above referred to, the whole books at the 
Head Office can be balanced, and a Balance Sheet laid before the 
owners in the course of a few hours, although its operations are very 
extensive, involving many thousands of pounds of annual revenue. 

So simple is the system — ^and it is not by any means a new one, 
having been adopted by the Company fifty years ago — that it is 
hardly possible to make an error, unless with a fraudulent intention, 
and that would be easily detected by the system of audit which has 
been pursued. With such official machinery as is possessed by this 
Company, an experienced manager, efficient clerks, trustworthy masters 
of ships, and energetic agents, it is satisfactory to find that transactions 
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are recorded in so simple a manner that credit is conferred upon one 
and all ; while, at the same time, the duties of an Auditor, although 
onerous enough, when the heavy responsibilities involved are taken 
into consideration, are made easy and pleasant to perform. So much 
for a good system of Book-keeping. 

This set of books consists of the following : — 

1st, A Cash Book, ruled in a peculiar manner, but exliibiting results 

which are essential to instruct the managers as to the working 

of the concern. 
2nd, A Journal, which fully explains itself. 
3rd, A Ledger, which is not given here, as it is of the ordinary 

form, and is fully represented in the Balance Sheet. 
4th, Manifest Book (Inwards), showing the Goods shipped home. 
5th, Manifest Book (Outwards), showing the Goods shipped away. 
6th, Share Ledger, showing the holdings of partners in the concern. 

The object in giving this form of a Share Ledger, which, it will be 
observed, differs from the one so strongly recommended in Section 
No. IV., is to show the original holding of partners. 

The Merchant Shipping Act, 1854, sec. 37, provides that the pro- 
perty in a ship shall be divided into sixty-four shares, and not more 
than thirty-two persons can be registered as owners of one ship ; five 
persons may jointly hold one share, and shall be considered as con- 
stituting one person ; and a body corporate can be registered as owner 
by its corporate name. 

These facts are merely given as explanatory of the difficulty which 
sometimes occurs to the uninitiated in a matter of the ownership of 
vessels. 4 

A Balance Sheet is also exhibited, which shows the- final results of 
the books, after effect has been given to the closing entries, which will 
be found at the end of the Journal. 

This is a most. perfect system, and can be highly recommended by 
the Author.- 
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JOURNAL. 



Wednesday, fl3rd December 1873. 



Led. 
Fol. 
Dr. 



Ship Insurance a/c. Dr. 

To PhUpot Son & Co. - 
For Insurance on s.s. 
" Anglia," for twelve 
months, from 1st inst., 
£20,000® £7 percent. 

10 per cent, dis- 
count on Net Prem., 
£1330, - 
Add Policy Duty, 



Sundries, Dr. to Sundries 
For Freight to London 

per "Anglia," - 
London Agency, Freights 
„ Charges 
Outward Ledger a/cs. 
Petty Outward Freights - 
To " Anglia," a/c. curt. 
To Charges Outward, - 
To London Agency, for 
Wharfages, &c.. 
As per manifest 
29th 



Sundries, Dr. to Sundries 
For Freight from London, 

per " Anglia" — 
London Agency, Freights 
Inward Ledger a/cs. - 
Petty Inward Freights - 

To " Angha," a/c. curt. 

To London Agency, 
Wharfages, &c. 
Charges - 
As per manifest. 



Disbursement a/c. Dr. 

To Jas. Brown, master 
For disbursements for 

wages, &c., this month, 

per book 

Carried forward 
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Thursday? 3l8t December 1873. 
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per Invoices 
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For Port Charges, La- 
borage, &c., paid this 
month at London — 
James Brown, Dr. - 
For Cash received to acct. 
Collision a/c. Dr. - 
For damage done to barge 
" Margaret " in tier by 
S.S. " Anglia," 4th Dec. 
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Thursday, 31 at December 1873. 



Brought forward, 
Ship Chandlery a/c. Dr. 

To Sundries, 
To George Aitken & Co. 

For OU, Paints, &c. 
To John Wilson - 

For Ropes, Canvas, &c. 
To Robert Ainslie, 
For Ship Chandlery, &c. 

per Invoices for month 



" Anglia" a/c. curt.. Dr. ■ 
To Profit and Loss a/c. 

For Balance of a/c. trans- 
ferred 
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FoL 
Dr. 
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Fol. 
Cr. 
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Profit and Loss a/c. Dr. 

To Trade Charges 

To Repairs a/c. 

To Ship Chandlery a/c. 

To Disbursement a/c. - 

To Coal a/c. 

To Ship Insurance a/c. 
For Balance of a/cs. trans- 
ferred. 



Profit and Loss a/c. Dr. 
to Sundries 

To Depreciation a/c. 

For 5 % on £20,000 value 
of s.s. " Anglia," trans- 
ferred to meet deprecia- 
tion of steamer 
To Dividend a/c. 

For 10 % on £20,000 
Capital of Company, 
as Profit for past year, 
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FORM OF 


JAMES FEBGUSON, Merchant, 


Date. 


'Shares Transferred to. 


Ko. 
of Shares. 


Particulars 
of Nos. 


Registry 
No. 


Journal 
1 Folio, 


Original Value 














1 








ROBERT FINLAY, Agemt, 


Date. 


Shares Transferred to. 


No. 
of Shares. 


Particulars 
of Nos. 


Registry 
No. 


Journal 

Folio. 


Original Value. 






















WILLIAM FORRESTER, Factor, 


Date. 


Shares Transferred to. 


No. 
of Shares. 


Particulars 
of Nos, 


Registry 
No. 


Journal 
Folio. 


Original Value. 
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8HARE LEDG 


BR. 










Peterhead, 


Date. 


Shares Transferred to. 


No. 
of Shares. 


Particulars 
of Nos. 


Registry 
No. 


Journal 
Folio. 


Original Value. 


1874 
Mar. 


2 


By Stock a/c - 


10 


135/144 


23 


3 


100 




II 


Peterhead, 


Date. 


Shares Transferred to. 


No. 
of Shares. 


Particulars 
of Nos. 


Registry 
No. 


Journal 
FoUo. 


Origini 


ilYa 


lue. 


1874 
Mar. 


2 


By Stock a/c - 


15 


145/159 


24 


3 


150 


// 


// 


Peterhead. 


Date. 


Shares Transferred to. 


No. 
of Shares. 


Particulars 
of Nos. 


Registry 
No. 


Journal 
FoUo. 


Origins 


UYa 


lue. 


1874 
Mar. 


2 


By Stock a/c - 


20 


160/179 


25 


3 


200 




II 
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SECTION VL 



THE "COST BOOK" SYSTEM FOR MINES, QUARRIES, &c., 
FULLY EXPLAINED. 

The author cannot conclude this part devoted to Double Entry, with- 
out giving an explanation of a system which, if combined with a good 
set of books, bids fair to prove an invaluable boon to that part of the 
community which invests its capital in Mines and other concerns of 
that nature. 

The author is not aware who is the originator of the " Cost Book " 
system, but it must have emanated from one who had much practical 
knowledge, and was thoroughly experienced in the subject, as it is, 
without doubt, one of the cleverest systems of check introduced into 
modem Book-keeping. 

It is especially adapted to Mines, Quarries, CoUeries, &c., in which 
there are several orkings, galleries, or levels ; but at same time, there 
can be no doubt that it might also be easily applied to any business 
where " labour employed " forms a large element, and " raw materials " 
are used in the manufacture of finished goods ; and it would be seen 
to much greater advantage in a concern where several staple manu- 
factures were carried on in separate departments, but under one 
management, involving a constant expenditure varying only in amount. 

Its practical advantages, to the Mining public especially, are so 
patent and numerous, that the author has no hesitation in advocating 
its use in all concerns of the above description ; feeling confident that, 
when once in operation, a trader could at all times ascertain, monthly, 
the exact " cost of each article manufactured by him, as well as to 
check waste, bad management, or even fraud, with facility. 

From the peculiar construction of the Book, some of its pages re- 
quiring to be cut to a particular pattern, and from the limited size of 
this volume, the author is unable to give a full and complete working 
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specimen ; but it may be described, generally, as a Tabular Statement 
shewing six months working on the face of each sheet. Each page, 
except the first one, is cut in such a manner that it is half-an-inch 
shorter at the foot than the one immediately preceding it, thereby ex- 
posing the summation of that page. In this way, supposing a Colliery 
has eleven workings or galleries, and allowing one page to each work- 
ing, on turning up the twelfth page, the summations of the eleven 
preceding pages are exposed to view ; and they, along with the sum- 
mation of the twelfth or last page, which is always devoted to what is 
called " Oncost," can then be summed into one grand total for the 
whole Colliery. The word " Oncost " is used to express all expenses 
not directly incurred by any one department or section of a business ; 
such as management, office expenses, rates, taxes, rents, wharfage, 
carriage, freights, &c., which are common to the whole work. — See 
specimen annexed, page 73. 

Again, down the left hand margin of the first page, are written the 
different articles used, labour employed, or charges incurred and paid 
(forming items of " Cost "), all arranged under special branches ; but 
each item being placed on a separate line, and the margins of the suc- 
ceeding pages being cut away, these branches, and their sub-divisions, 
are exposed to view, and serve for aU the eleven pages without repe- 
tition, which not only economises labour to the Book-keeper, but 
insures uniformity and regularity. 

Specimens of the first and twelfth pages of a " Cost " Book, appli- 
cable to a Slate Quarry, are annexed to this section; and although they 
can only convey a superficial idea of the use and value of the system, 
still to the experienced Book-keeper, they cannot fail, when studied along 
with this explanation, to shew sufficient good points to recommend it. 

On reference to them, the reader will note that each Monthly Column 
is divided into four sections, viz. : — 

(1.) Folio of Subsidiary Book kept at the work or place of business, 
from whence the sum expended is taken. 

(2.) Amount expended. 

(3.) In such concerns as Mines, Quarries, ColHeries, &c., where 
rock, earth, or other substances known under the name of 
" dead work " of no value, require to be removed in the ordi- 
nary working of the concern, this column shews in decimals of 
one penny sterling , the rate per ton which the amount expended 
(No. 2 above) bears to such dead work ; and, 

(4.) This column shews also in decimals of one penny, the rate per 
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ton, which the amount expended (No. 2 above) bears to the 
article produced, which, in the specimen annexed, is Slate. 

These last two columns (Nob. 3 and 4), are calculated so minutely, 
that the decimal is subject to a variation of one hundredth part of a 
penny, so that the slightest change in the decimal tells to a certainty 
whether the cost of removing dead work, commonly called "un- 
topping," or the cost of " production " is increasing or decreasing. 

Although in the specimen annexed, the decimal of every individual 
item is extended, in many cases it would suffice merely to extend the 
decimal of the summation of each branch, such as that applicable to 
Total for "Quarry Labour," " Quarry Tools," "Tramways," "Wag- 
gons," &c., marked with an asterisk (*) in epecimsn annexed {see 
page 72), which would, doubtless, save the Book-keeper a great deal of 
work, and probably sufficiently suit the Trader's requirements. 

On reference to the Specimen (^az/e 72), the reader will see that the 
"cost" of "Blasting materials" used in January 1874, in the par- 
ticular gallery and quarry, No. represented by that page, is 
£31, 9s. 8d ; which, being put against 5794 tons of "rock removed " 
(see top of column), gives a rate per ton of 1.30d., being " cost " of 
dead work, and the same sum being put against 1370 tons of " Slates 
produced," gives 5. 5 Id. per ton, or "cost" of the manufactured 
article^ so far as blasting materials alone are concerned. 

Perhaps the infonnation thus obtained, when taken by iteeK, will 
be of little, if any, use to the trader ; but when he begins to compare 
one month with another, say January with February, and February 
with March, it is then that the true value of the Cost Book asserts 
itself, and places in his hands a certain means of detecting mismanage- 
ment, extravagance, or fraud. 

Continuing the Statistics specially relating to the one item of " Blast- 
ing Materials " commenced above, for four or five months, we have — 



January 1874 
February » 
March // 
April // 
May // 
June M 



Amount 
Expended for 
Blasting 
Materials. 


Bock 
Bemoved, 
or 

Dead Work. 


Bate 
Per Ton. 


Slates 
Produced, 
or 
Output. 


Bate 
Per Ton. 


£ B. d. 


Tons. 




Tons. 




31 9 8 


5794 


1-30 


1370 


5-51 


29 4 2 


4520 


1-55 


1542 


4-54 


34 5 3 


4942 


1-66 


1530 


5-37 


26 14 1 


4256 


1-50 


1600 


4-00 


27 2 1 


3974 


1-63 


1575 


413 


22 18 4 


4098 


1-34 


1723 


3-19 
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Upon analysing these figures, it will be observed, that the " Dead 
work " has decreased, while the slates made are on the increase ; and 
that the rate per ton on the latter is decreasing in an inverse ratio to 
the " Output," thereby proving, beyond a doubt, that this particular 
quarry and gallery is doing well, so far as Blasting materials are con- 
cerned, either by economy, good management, or purchasing the 
materials required at a cheaper rate. 

On the other hand, had the Output been decreasing, and the rate of 
Blasting materials increasing, the Trader might then have entertained 
just suspicions of mismanagement, or waste, as the decimals of a 
penny are susceptible of the slightest variation in the sum expended 

In this way a Department, Gallery, or Special Article of manu- 
facture, may be scrutinized monthly, and on the first appearance of a 
change, to such an extent that the ordinary equilibrium of the decimal 
rate is seriously disturbed, the Trader has it in his power to request an 
explanation from his manager or foreman. For example, in the 
specimen annexed, the " Waggon " branch, which in January amounts 
to £2, 7s. Id., suddenly rises to X54, 4s. lOd. in February ; but an 
explanation is offered, that in the beginning of February several 
waggons were precipitated over an embankment, which necessitated 
rather heavy repairs, hence the increase. 

Should a special department be seen at any time to be working 
month after month at a loss, the Cost Book affords the Trader an op- 
portunity of either altering the management, or expenses of manu- 
facture, and carefully noting the result, or perhaps entirely stopping 
that branch of manufacture, before he is half ruined, or finds out, 
when too late, that he has from the commencement been attributing 
the loss to some other branch, which, by the Cost Book, would have 
been clearly proved to have been actually a source of profit. 

Where the Concern is managed by a Boabd of Directors, such 
as in a Limited Company, the Cost Book is invaluable, as each Director 
may obtain a perusal of it monthly at the Board Meetings, so that he 
cannot fail to be kept advised of all the statistics, however small, re- 
lating to expenditure. 

The author may as well mention, that the Cost Book forms a 
valuable addition to a good set of Double Entry Books, though not of 
itseK necessary to insure a balance. It certainly forms an excellent 
preparatory medium for " Journalizing " the monthly expenditure, and 
on reference to the annexed specimen, "Abstract of Cost Book" 
(page 7 4), it will be seen that the upper portion is merely a T^Bsume of 
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the Cost Book itself, and when Journalized, each sum is carried to the 
Debit of the several Quarries or Galleries, each of which has a separate 
and distinct Ledger Account. 

The under portion, which forms the Credit Side of the Journal 
Entry, represents the leading Ledger Accounts, influenced by Expen- 
diture. These accounts having in the first place been debited with 
the Stores purchased for cash, or credit, taxes, charges, and wages 
actually paid, per Pay Sheet, the Cross Entries, above described, 
taken from the Cost Book, transfer all these items of cost to the deUt 
of the respective departments, in which, or for the behoof of which, 
they were incurred. 

Therefore, the final result of this system is, that where in most 
ordinary systems, expenses of every kind are debited direct to 
" Wages," " Charges," " Discount," and other ordinary accounts ; the 
Cost Book system debits the Department, Gallery, or Special Article 
of Manufacture, with all wages, stores, and charges specially incurred 
in the manufacture of the same, so that each department, or section, 
stands entirely on its own basis ; and any Gain or Loss thereon can 
be immediately detected, and at the end of any stated period, a single 
glance at the Ledger Balances tells at once, whether a department 
is gaining or losing, or doing better or worse than its neighbour ; and 
this, without interfering in the slightest degree with the General 
Balance of the whole books of the Company. 

In order to understand the Specimens annexed, it may be explained, 
that in a working copy of the Cost Book the summations marked with 
an asterisk (^) are entered in red ink, so as to interfere as little as 
possible with the general summation of the columns. Each Sheet, 
consisting of two pages, is ruled with seven monthly columns, which 
sufl&ce for half a-year's work, and provide a "Total" column, by 
which the several departments may be compared. 

Specimen of pages 1 and 12 only are here given, but pages 2 to 11 
inclusive are exact counterparts of page 1, each being devoted to a par- 
ticular gallery, the same marginal branches, however, applying to alL 

Although the Cost Book annexed is only adapted to eleven depart- 
ments, the system may easily be extended to any number, so as to suit 
most ordinary Businesses. 
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QUABBYy No. 1. G ALL EBY, No. 3. 



1 


3l8t January 1874. 


28th February 1874. 


Page I. 1 




Tons. 


0. 


Q. 


Amonnt 
per Ton of 




Tons. 1 




Q. 


Amoant 
per Ton of 


Book Bemovedi - - . 




















5794 












4i20 






i 

M > 




Slates Produced, - | 




1370 








il 




1542 j 






II 


Yield of Book, - - 1 




One in 4-2 




n 




One in 2 '9 




q 


1 

I Bookmen, • - ^ 
'a Bubblemen, • > 
w Splitters & Dressers, ) 
b Weighers, • 
a Tipheadmen, 
& Tool Carriers, 
Engine Driver, - 


FoUo 


Amonnt 
Expended. 


Dec. 
of Id. 


Dec. 
of Id. 


Folio. 


Amoant 
Expended. 


Dec. 
of Id. 


Dee. 
of Id. 


73 

25 
73 


£504 

22 
14 
5 
11 


2 

15 
14 
10 


3 
3 
9 


20-88 

•94 
•61 
•23 
•45 


88-31 

3-98 
2-57 
•97 
1-92 




£518 

22 
18 
6 
11 


2 

15 
17 
13 


11 

8 
7 


27-51 

1-20 
73 
-35 
•58 


80-64 

8-54 
2*16 
1^03 
1^71 


Total, 




558 


2 


S 


23-11 


97-75 




572 


8 


9 


30-37 


89-08 


Blasting Materials, 
^ Iron and Steel, - 
. Labour, 


74 

80 
63 


Oi 
1 

3 


9l 

i 


Q 
O 

1 

9 


1*30 
•06 
•15 


6-51 
•24 
•68 




29 
1 

5 


18 
1 


9 
11 

3 


1-55 
•09 
•26 


4-54 
•26 
79 


J, Total, 




36 




6 


1-51 


6-38 




35 


19 


4 


1-90 


5-59 


\ Iron and Steel, - 

■4 Sleepers, 

1* Other Timber, - 

1 General Furnishings, - 

a Labour, 


94 
42 


10 
2 




io 


'•41 

"iis 


1-75 
'•851 


76 




2 
15 


16 


•01 
•04 


•02 
"•12 


1 Total, 








1 A 


•49 


2-10 1 






IT 


in 


•05 


•14 


^ Iron and Steel, - 
S Timber. 

§1 General Furnishings, - 
W Labour, 

1 Total, 


28 
60 


1 


5 

's 

18 


4| 

*6 
8 


•05 

'•01 
•04 


•22 

'-03 
•16 


79 


16 
10 
5 
23 


9 
2 
3 
9 


8 
6 
8 


•82 
-54 
•27 
1-24 


2- 41 
1-57 

-81 

3- 64 




2 


7 


l| 


'10 


•41 1 




54 


4 


10 


2^87 


Q*A9 


General Furnishings, - 
Iron and Steel, • 
Timber (not Sleepers), 
. Sleepers, 
1 Coals, 

*J Oils. ... - 
g Mechanics & Labourers, 
CO Royalty, 

Horse Ftovender, 
Bepairs by Tradesmen, 


72 

si 

83 

96 
100 
82 


15 
1 

137 
2 


1 

10 

1( 
4 


6 

2 
2 


-00 

"•62 
•06 

5-67 
•10 
•01 


•01 

2*62 
•26 

24-()0 
•43 
-03 


76 

85 

73 


"6 

17 

* "3 
154 
2 


"2 

16 
15 
6 
4 
10 


2 
4 

"7 
8 

... 


"•60 
•27 

"-93 
•04 
•17 

8-18 
•13 


"-bo 

•79 

272 
•12 
•52 
24-00 
•39 


Total, 




156 


5 


10 


6-46 


27-35 




183 


8 


9 


9-72 


28^54 


General Oncost, 
Incline Tramway, 
Burleigh Bock Drill, - 
6» (Tunnel), 
5* (Sink*), - 
ni 6*(Sinki) . 
3 5* (Cut and Tunnel), - 
o 5* (Quarry), - - 

O IdO.I, 

5« (do.), 
51 (do.), 

V (do.), . . 


Page. 
12 
11 
10 
9 
8 
7 
6 
5 
4 
3 
2 
1 


765 


( 


$ 6 


31 ^67 


133-99 




846 


li 


\ 6 


44-91 


13178 


Gband Total, 




£3923 


1^ 


r 2 


25-75 


149-25 




£4392 


* 


4 


27-00 


147 
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Page 12. 


31st January 1374. 


28th February 1874. 




Tons. 




Q. 


Amount 
per Ton of 




Tons. 


0. 


Q 


Amount 
per Ton of 


9000 
i 4500 












1 Total. 


MOCK ji^moYea, _ 
Slates Produced, 

Yield of Bock, - 


Rock 
Removed. 


Slates 
Produced. 


Rock 
Removed. 


Slates 
Produced. 


1 One in 2 


One in 


i 

i 


General Furnishings, - 
Iron and Steel, - 
Timber (not Sleepers), 
Oils, Grease, &c., 
Sleepers, 

Blasting Materials, 
Coals, .... 
Lime, 

Surface Damages, 
Bates and Taxes, 

Stationery, &c., - 
Charges, 

Office Expenses, - 
Management, 

Loading and Bemoving 

Slates from Quarries 

to Incline, 
Transit of Slates to 

Siding, - 
Loading do. at do.. 
Mechanics and Labour. 

ers Jobbing, - 
Wharfage, 


63 
19 
66 
90 

81 
40 
33 
93 

80' 

65 
13 

18 
12 


3 
8 
20 
14 

16 
54 
3 
90 

40 

20 
SO 

829 


ib 

"6 

16 
3 

1 

"2 


"9 

*8 

2 
10 

'1 

8 
6 

4 


•09 
•08 
•53 
•38 

•42 
1-44 

•08 
2^40 

1-06 

•53 
•80 

•OA 

8-77 


•18 
•16 

1- 06 
•76 

•84 

2- 88 
•16 

4-81 

2-12 

1-07 
1-61 

1 •AH 
1 OU 

17-54 


1 




i 
1 








i ill P. 12 


£653 1 


2 


...|| 17-88 


84^79 


1 


£644 


6 









NOTti. — In a regular working copy of a CostBook^ this page (12), as well as all 
the intermediate pages, would not be placed opposite to page i, as shewn 
above, but they would cover and conceal page /, with the exceptions of the 
Summations at the foot and in the case of this pags, the portion within this 
dotted line would be cut away, thereby exposing the words " General Oncost*^ 
on page 7, which would be in line with, and opposite to the Summations 
of this page. 
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Page 13. 

ABSTRACT OF COST BOOK. 


FoUo. 


DEBTORS. 

No 1^ Quarry {see Specimen^ page 72), 

51 do. 

It 0^ do. ----- 

. 58 do. 

. 5* do. 

„ n do. (Cut and Tunnel), 
M // do. (Sinking Shaft, No. 1), - 
„ do. (Sinking Shaft, No. 2), - 
„ 53 do. (Tunnel) 

Burleigh Rock Drill, 

Incline Tramway, - - - - 

General Oncost (see Specimen, p. 73), - 


31 Janiutry, 1874. 


28Febnuur7,1874. 


1 

2 

Q 
O 

4 
5 
6 
7 
8 
9 

10 
11 
12 


9 

1468 
34 

// 

559 
256 

40 
101 

37 
653 


a 
u 

6 

2 

3 

// 

// 

2 

4 

H 
N 

9 
2 


O 

8 
1 
2 

n 

H 

11 

// 

9 

// 

1 

H 


14 
1300 
230 

u 

322 
601 
150 
281 

644 


1Q 

3 

» 

H 
H 
11 

19 

u 

19 

H 

6 


R 
v) 

2 
1 
6 

M 
M 

9 

N 


7 

H 

9 




Total Cost, 


£3923 


17 


2 


£4392 


H 


4 




CREDITORS. 














Stores: — Timber, Iron, Steel, Oil, and 
General Fumishings, as per 
Warehouse Book, 

Sleepers, . - . . 

Blasting Materials, - 


£421 
45 
157 
57 
3 


// 
// 
6 

10 


u 

4 
2 
1 
9 


£562 
3 

231 
40 


4 
// 
4 
II 


1 

8 




Total Stores, 


£683 


17 


4 


£836 


8 


9 


Charges : — Stationery, Postages, &c., 
Sundry Charges, - 


£15 

57 


16 

u 


2 

10 


£10 
13 


u 

6 


10 




Total Charges, 


£72 


17 


// 


£23 


6 


10 


KOYALTY, 

Wages (Net), 


£329 
14 
20 
429 

2374 


6 

H 

10 
6 


u 

8 
// 

H 

2 


£300 

597 
2635 


// 

u 
II 
n 

4 







9 




Sum equal to Total Cost, 


£3923 


17 


2 


£4392 




4 
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IMPEOVED OE VOWEL INDEX FOE LEDGEES. 

The annoyance of having to wade through a long string of names in 
the Index commonly in use, when referring to a Ledger Account, has 
given birth to many improvements of late in Houses where an extensive 
business is carried on in Town and Country. The Index which ap- 
pears to the author to be the simplest and most convenient was in- 
cluded in his First Edition, by the kind permission of the North 
British Colour Company of Leith, who favoured him with the form. 
Its originator is not known, but the principle is very ingenious — the 
usual Alphabetical Index being divided into six columns or parts, each 
division being headed by one of the vowels, and the name inserted 
according to the vowel which first appears in it. Thus — " Thomas 
Brown " opens an account in the " Town Ledger " — the Book-keeper 
turns up the letter (B), and in the (0) column enters the name, that 
vowel being in fact the only one in the name. " James Cameron" 
of course, would be in the vowel (A) column of the letter (C), so that 
all the Book-keeper has to bear in mind is, the initial of the name, 
and the vowel which first appears in it. So much for the Town 
Ledger. 

The Country Ledger is classified on the same principle, but instead 
of the Alphabetical Index referring to names of persons, it denotes the 
names of places. For instance, goods are sent to " John Baker of 
Aberdeen" The Book-keeper first turns up (A) for Aberdeen, and 
enters Bakers name in the vowel {A) column, as he would enter 
Henderson in the {E) column, and Monro amongst the (O**). 

This may, at the first glance, appear rather intricate, but it is extra- 
ordinary with what facility and rapidity any name can be picked out, 
after a very short study and a little practice. The addresses should 
also be inserted, but space will not admit of it here. 
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INDEX TO 



(A) 



Allan, Alexander 
Adamson, D. M. 
AUardyce, John 



(E) 



Anderson, James 
Andrews, William 
Alexander, Thomas 
Affleck, William 



(I) 



Ainshe, Robert 
Alison, Archibald 
Aitken, George 
Aird, Mrs 



Barron, T. & C. 
Ballantyne & Tod 
Baines, John 
Baillie, William 
Baird, Thomas 
Barstow, John 
Barlow, Charles 



Beale & Co. 
Brewster, Andrew 
Begbie, C. & W. 
Beith, Alexander 
Beatson, Dr 
Bell, William 



Bigg, Charles 
Bishop, Henry 
Binnie & Co. 
Bisset, Mrs 



Cameron & Co. 
Campbell, Jn. & W. 
Craven, Oliver 
Carew, Charles 
Calder, John 
Chalmers, Edward 
Cattanach & Co. 
Canongate Faroe. B*- 



Chester, Smith & Co. 
Crewe, David 
Clements, William 
Clephane, S. 



Ciceri & Co. 
Chimside, Andrew 
City Bank 
Christie, Eobt. 
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(O) 



(U) 



(Y) 



Alston, Charles 
Allshom, Jolin 



Ancrum, Eobert 
Auchie, Charles 
Auld, John 



A 



Asylum, Blind 
Aytoiin, Simon 



10 
12 



Boag, C. & M. 
Borthwick, Thomas 
Brown, David 
Broughton, Abraham 
Brodie, Simon 
Boyle, John 
Bogle & Co. 



Bums, James 
Bumess, Thomas 
Bruce & Hill 
Burton, Dr 
Butters, David 



Byron, Edward 
Byers, Thomas 
Byrne, Wm. 



20 
90 
91 



B 



Connel, Robert 
Cowan & Co. 
Cobden, James 
Coutes & Co. 
Cochrane & Co. 
Cockbum, "William 
Connolly, Mrs 



Cunningham & Co. 30 
Curie & Addis 46 
Cuthbertson, Edward 5 7 
Cumming, A. & E. 59 
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INDEX TO 



(A) 



(E) 



(I) 



ABERDEEN. 

Baker, John 
Maxton, Eobert 
Napier, William 
Saunderson, James 
Hay, John 
Hamilton, John 
M'Tavish, Eoderick 



3 
5 
6 
8 

13 
19 
20 



Henderson, Alex. 
Emerson, Eichard 
M'Neil, Alexander 
Henry, John 
Sellar, Henry 
Tenby, O. H. 



Inglis, William 
Middleton, James 
Nisbet, Charles 
M'Nish, Donald 
Dickson, Alexander 



BEDFORD. 

Baillie, John 
Saunders, Samuel 
Tait, William 
Warrender, John 



Merricks, Charles 
Neville, John 
Bentley, James 
Bell, William 
Stevenson, Charles 



Singleton, John 
Wingate, Charles 
Gibb, C. & F. 



CARLISLE. 

Wainwright & Co. 
Aitken, J. & Co. 
Barron & Kerr 
Yardley, Stephen 



Levison, Andrew 
MelviUe, W. 



Winchester, Mrs 
Niven & Co. 
Livingstone & Co. 



33 
42 
96 
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COUNTRY LEDGER, 


(0) 


(U) 


(Y) 


Monro, David 
Bonar, James 
M'Cowan, Charles 
Donaldson, William 


10 
17 
25 
49 


Hutton, W. 
Hume, David 


55 
56 


Wyllie, Andrew 
Mylne, James 
Fyfe, Andrew 


9 
18 
23 


Ormskirk & Co. 
Morris, Anthony 
Moon, Thomas 
Scoresby, William 
Brown, Walter 


28 
35 
46 
51 
53 


Upton, James 
Muir, Andrew 
Surenne, Thomas 
Murray & Co. 


30 
31 
45 
54 


Bryden, H. 


58 


Dowell & Son 
Dobson, J. 
Morson, Alex. 


72 
80 
81 


Sutton, Abraham 


40 


Byles, C. & Co. 


32 



A 



C 
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PAR T — 11. 



THE PEIITCTPUE OF msmM EHTBY. 

The system of Book-keeping designated by tlie term of "Single 
EifTBY," is more generally in use than that by " Double Entry," It 
is better adapted to meet the xeqtiiii^eiits of Betail Tmie^ and sup- 
posed to be less complex in its liature. As already stated, Double 
Entry is so called from every "Debit Entry req^uiring a credit posting, 
and viee mrm^ whereas in Single Entry only the debts due to and 
by the trader can be ascertained from the Ledger. 

A common error prevails in the supposition, that retailers, from the 
number and minuteness of their sales, cannot keep their accounts with 
ihe same regularity as wholesale dealers. Now this is quite absurd, 
seeing that the ca^ transactions are of the same description under 
both.' dieomstances, that is, they consist simply of receipts and pay- 
ments ; so that the impediqieiit, if any^ will be found in the quantities 
and varieties of stock in trade. There be no question that DmNe 
Entry is better suited than Single Entry to give a merchant an idea of 
his position at any tiEne, but ia retail tradoj a small grocer's for instance^ 
the transactiims are so intermixad^ that' the former system, however 
excellent^ is almost impracticable, md a constant stock-taking would 
paralyse &e business. In Single Eatiy the Ledger contains nothing 
but peAidikal aeoounts, and is so &r mperfeet, that a txader can never 
know the result of his dealings in any particular article, nor the pro- 
fit or loss on any special department of his business. There is also a 
laxity in the system, by whii^ private e:i^)^ditiiie Is uncheeked. 
When a man wishes to ascertain the exact position of his affairs, — his 
Ledger by Single Entry tells him only to whom he is indebted, and 
who are his debtors, — he then has to take stock of his goods and cash 
in hand, — and the difference between his assets and lial.iilities is his 
Capital, or as may be the case, his uncovered debt. It does not teU 
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him what he has spent, nor what his business has cost him in conduct- 
ing it, but brings out by a process, simple enough, the actual fact of 
either a surplus or a deficiency. 

It cannot therefore, as a system, be compared with that of Double 
Entry, which should not conceal anything, but exhibit the whole work- 
ing of a business, however large ; and yet, as already stated, the system 
of Single Entry may be the best adapted to a small retail business. 

The following Scheme of Books is not entitled to any credit for 
novelty, as Book-keeping by Single Entry admits of no change nor 
improvement, unless it is allowed to merge into what is called a mixed 
or modified method, which again approaches so closely to Double Entry 
propeVy that Single Entry only loses its simphcity and integrity and 
can no longer be so designated. 

The Books necessary are a Day Book and Ledger, and a Cash 
Book is also used to register the daily drawings and payments, by 
which a check is kept on the cash in till or hand. A short description 
of these books may be usefuL 

1. Day Book. — This is ruled with one money column, and a nar- 
rower column on the left side for insertion of Ledger folios. As 
its name implies, it is entered up daily, and in this manner every 
sale or purchase for credit must be inserted with such ample par- 
ticulars as will enable the tradesman to make out his customers' 
accounts, or check those of the dealers when rendered to him. 
Any sums received from customers (not Cash Sales) and payments 
made to parties supplying goods, as appear in the Cash Book, 
must also be entered in this book. There is no necessity for any 
addition of the column. At the the close of the day, when fully 
entered up, the sums are posted to the personal accounts in the 
Ledger, and the purposes of the Day Book are served. {See Style 
annexed,) 

2. Ledger. — This book may be ruled with a money column on each 
page, or with two contiguous money columns, the former is pre- 
ferable. {See Style annexed,) Personal accounts are opened, 
and into these are posted the entries in the Day Book. The sales 
into the left hand columns, the purchases into the right hand 
columns. When a customer pays his account, the sum is entered 
in the right column, — when a trader is paid for goods, the entry 
is in the left column, 
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At time of balancing, the differences on these personal accounts are 
brought down into a Balance Sheet (See Style annexed), and the ob- 
ject of the Ledger is obtained. 

3. Cash Book. — ^As already stated, the sole use of this Book, in 
Single Entry, is to check the cash on hand. It will be observed 
on analysing the following scheme with the Cash Book, that 
only items affecting personal accounts are entered in the Day 
Book, and transferred from thence to the Ledger. The remainder 
are held to be charges against the business and are disregarded, so 
far as not being posted to any account. Of course the balance on 
this book, if any, must appear in the Balance Sheet. 

BALANCE SHEET. 

This is merely a statement made out at certain periods in order that 
the tradesman may know how he stands with the world. The balances 
are brought down out of the Ledger. The sums due to him, in the 
left hand column, to which he adds his stock-in-trade, after valuing 
what is on hand, — the value of his furniture, and the cash balance 
appearing on his Cash Book. The Ledger balances due by him, are 
entered in the right hand column, and to this he adds the money or 
capital he had when commencing business, — the difference is Profit 
or Loss. 

PROFIT AND LOSS. 

Perhaps it is superfluous to offer an explanation as to how Profit 
or Loss are ascertained, but it may be of use to learners to know the 
principle involved. If the debts due by the Trader, including his 
Capital, as entered on the right hand side of the Balance-sheet, exceed 
in amount the debts due to him, his stock in trade, furniture, and 
cash, as appear on the left hand side^ it is plain that he has intrenched 
upon his capital to the extent of the difference ; whereas, if the 
amount of the left hand column exceeds that of the right, it is evident 
that a profit has been realised equivalent to the difference exhibited. 
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DAT BOO K.— Edinburgh^ January 1874. 



Colvin ^ Co., Ore, 

For 200 lbs. Rice @ 2d., bought, 

Messrs Beveridge, Crs. 

For 100 lbs. Cheese, bought @ 7d., 



6. 



Thos. Carry Dr. 

For 6^ lbs. Cheese @ lOd., sold. 



Mrs Strachan, Dr, 

For 4 lbs. Crushed Sugar @ 6d., sold, - 



Beveridge ^ Co. Crs. 

For 2, 3, 16 lbs. of Sugar @ 5d. per lb., bought, 



■8- 



Charles Beechcroft, Cr. 

For 600 lbs. Tea @ 4s., bought, 
„ 1 box Maccaroni, do. 



James Staples, Cr. 

For 220 lbs. of Coffee @ Is. 8d., bought, 



Thomas Carr, Dr. 

For 80 lbs. Tea @ 5s., sold. 



-10- 



Ch. Beechcroft, Dr. 
Cash paid him. 



Thos. Carr, Dr. 

For 6 lbs. Sugar @ 7d., sold 



-14- 



Thos. Carr, Cr. 

Cash from him. 





s. 


1 


13 


2 


18 




5 




2 


Q 


15 


120 




// 


7 


18 


6 


OA 


a 


100 





» 


3 


20 


8 



10 
8 



11 
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DAY BOOK.-Januai7 1874. 



-16- 



Mrs StrcLchan^ 

For 6 lbs. Tea @ 6s., sold, 



R, Hope, Dr, 

For 45 lbs. Tea @ 6s., sold, 
„ 1 box Maccaroni, „ 
„ 100 lbs. Rice @ 3d., sold, 



-18- 



Tho8. Carr, Dr. 

For 15 lbs. Tea @ 5s. 6d., sold. 



-21- 



Mackemie ^ Damon, Crs. 

For 50 lbs. Soap @ 5d., bought, - 



-22- 



Mrs Rattray, Dr. 

For 20 lbs. Soap @ 6^, sold, 
„ 50 lbs. Sugar @ 7d., „ 



Gapt. Smithers, Dr. 

For 14 lbs. Soap @ 6Jd., sold, 



-23- 



James Mortimer^ Dr. 

For 100 lbs. Tea @ 6s., sold, 
„ 125 lbs. Sugar @ 7d., „ 
„ 6 lbs. Soap @ 6Jd., „ 



-29- 



Mackenzie ^ Dawson, Drs. 
For Cash paid them. 



£13 10 . 

. 12 , 
.15. 



10 10 
1 9 2 



£27 10 . 
3 12 11 
. 3 3 



s. 
10 



d. 



15 



10 



31 



10 



Digitized by Google 



BOOKS BT SINGLE ENTRY. 



87 



LEDGER. 


Drs. 




COLVIN ^ CO. 


Crs. 
















1874 
Jan. 


6 


By 200 lbs. Eice,at2d. 


£ 1 


13 


4 


Dr. 




ROBERT HOPE. 


Cr. 




1874 
Jan. 


16 


To Sundries, 


X15 


7 
















Dr. 


CHARLES BEEGHCROFT. 


Cr. 




1874 
Jan. 

n 


10 
31 


To Cash, - £ 
» Balance, - 


100 
20 


ff 
7 


ff 

10 


1874 
Jan. 

ff 


8 
// 


By6001bs.Tea,at4/,£ 
// Maccaroni, - 


120 

ff 


7 




lU 








120 


7 


10 






£ 


120 


7 


10 


















ff Balance, - £ 


20 


7 


10 


Dr. 




JOHN STAPLES 




Cr. 
















1874 
Jan. 


8 


By 220 lbs. Coffee, 
at 1/8 - 


£ 18 


6 




Drs. 


M'KENZIE ^ DAWSON. 


Crs. 




1874 
Jan. 


29 


To Cash (dis. lOd.), 


£ 1 





10 


1874 
Jan. 


21 


By 501bs.Soap, at 5d. 


£ 1 





10 


























Dr. 




Mrs STRACHAN 


Cr. 




1874 
Jan. 


6 

16 


To 4 lbs. Sugar, at 6d. 
6 lbs. Tea, at 5/ 


£ . 

1 


2 

10 
























£ 1 


12 
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XEDaER. 


Dr. 


THOMAS CARR. 






Or. 


1874 
Jan. 
// 

u 
u 


6 
8 

10 
18 


To 6i lbs. cheese, lOd. £ 
„ 80 lbs. tea @ 5/ 
H 6 lbs. sugar at 7d. - 
, 16 lbs. tea at 5/6 - 


20 
4 


5 

3 

2 


5 

IT 

6 
6 


1874 
Jan. 


14 
31 


By Cash, 
Balance, 


£ 


2C 


) 8 
2 


11 
6 






£ 


24 


11 


5 








£ 


24 


11 


5 


a 


31 


To Balance, 


4 


2 


6 
















Dr, 


Mrs RATTRAY. 








Cr. 


1874 
Jan. 


22 


To Sundries, - £ 


2 




















CAPTAIN SMITHERS. 






Cr. 


1874 
Jan. 


22 


To 14 lbs. soap at 6Jd. £ 




7 


7 














Dr. 


JAMES MORTIMER. 




(7r. 




1874 
Jan. 


23 


To Sundries, - £ 


31 


6 


2 














Drs. 


BEVERIDGE ^ CO. 




















1874 
Jan. 


6 
1 


By 100 cheese, 
// Sugar, 


£ 


2 
6 


18 
15 


4 

II 




















£ 


9 


13 


4 
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SECTION 1. 



THE MIXED METHOD OE BOOK-KEEPmG. 

It has been shown in Parts I. and II. what are the peculiar principles 
of Double and Single Entrt, and these have been illustrated by Sets 
of Books. In order to show more clearly the peculiarity of a mixed 
method, the author must retrace his -steps, and briefly recapitulate. 
Double Entry requires that every entry in the books should have a 
cross or corresponding one — these are entered in a Journal, are posted 
to the different sides of the Ledger, and the Double Entry is completed. 
In Single Entry — the entries are only made once into the Ledger, 
which contains merely personal accounts. By a Mixed Method — ^the 
Journalizing is done away with, and sundry other books are substituted, 
which have an important place in the System. In a mixed method 
however, there are no arbitrary rules, — ^further than that every trans- 
action shall be recorded somewhere, and posted either to the Ledger 
or some other book. To illustrate this, reference is made to the set 
of Solicitors' Books which immediately follows, — where the mixed or 
modified system is fully worked out, and where the difference between 
it and other systems is very marked. 

The three books to which the reader's attention is particularly drawn 
are the Cash Book, Day Book, and Ledger, — ^and it will be seen how 
completely their characteristics under the concise rules of Double and 
Single Entry are here changed. 

1. Cash Book. — Every entry is posted from this book — but not all to 
the Ledger as in Double Entry — " Charges " being posted to the 
Day Book. It is not journalized, and is in itself a Ledger — as it 
contains the Bank account — ^and reports its own cash balance. 
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On the other hand, it is unlike the " Cash" by Single Entry, be- 
cause every entry is posted somewhere, whereas by the latter 
system, only personal accounts are carried to the Ledger. 

2. Dat Book. — This book also exhibits a marked difference be- 
tween the Journal of Double Entry and the Day Book of Single 
Entry. The Journal ia simply a posting medium, and when its 
use is served, is almost valueless. The Single Entry Day Book, 
on the other hand, ia only a posting medium to a certain exterdy 
as it does not embrace all transactions, — but in this system, the 
Day Books unites the characteristics of Journal and Ledger, and 
also becomes, in itself, a Profit and Loss account, as by deducting 
the amount of Charges from the amount of the Business fees the 
profit on said business is shown. 

3. The Ledgers. — ^These books also lose their completeness under 
the mixed method. It has been already shown, that in Double 
Entry every amount must appear in the Ledger, and in Single 
Entry, that only personal accounts are therein posted ; by this 
system not only are all personal accounts included but those ap- 
plicable to capital, to banks, bills, &c., whilst on the other hand, 
such accounts as Profit and Loss, Charges, and Cash are excluded. 

Having thus pointed out the peculiarity of one acknowledged sys- 
tem of book-keeping by the mixed method — the author refrains from 
going into those of others — but recommends the reader to study the 
several styles annexed, where, if well versed in Double and Single 
Entry, he will at once detect the deviation, and probably satisfy him- 
self with its necessity and usefulness. 

The system of private books, connected with Stockbroking, is 
essentially a Cash System, no entry being made unless cash has actu- 
ally been received or paid away ; and the same remark applies to the 
system adopted by the Royal Hospital for Sick Children, which 
also possesses the additional peculiarity of having no Ledger ; the 
Cash Abstract Book supplying its place. 
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SOLICITORS' BOOKS (SCOTLAND). 

Thb importance of a correct and at the same time simple plan of Book- 
keeping for parties .acting as Law Agents, or Factors, in charge of 
landed or moveable property, is not sufficiently estimated. That much 
carelessness prevails on the subject cannot be denied, and in some cases 
the want of a proper system, has not only led to great confusion in re- 
cording the facts of management, and the actual state of accounting 
with clients, but involved the professional man in a labyrinth of difficul- 
ties, out of which, he has found it almost impossible to extricate himself. 
It is a fact, proved by every day experience, that where large apparent 
profits arise out of any profession or business, one is led to draw indis- 
criminately thereon, often anticipating an income upon the erroneous 
presumption that the profits of the coming year must at least equal 
those of the present, and perhaps exceed those of the past. So long 
as there is a good account at the bankers, and a fund to meet the cur- 
rent outlay and expenditure of an establishment, the actual state of 
debits and credits may be overlooked, more especially where there is 
only one interest, or, as in the case of a firm, where no stated time is 
fixed for an adjustment of accounts between partners. And thus the 
accumulated funds of clients are sometimes absorbed, — not through 
any dishonest intention, but positively from the system of books being 
defective, and the agents' ideas of their professional income being based, 
more upon isolated cases of ascertained profit, than upon the general 
balance between their good debts, and the amounts in which they are 
liable.- 

Another cause may be adduced for the entanglement of the affairs of 
professional men. A regular balance of books, however good the sys- 
tem, is looked upon as quite out of the question, and not to be attained 
without immense labour, neither worth the time devoted to it, nor the 
expense attending the employment of duly qualified parties to effect it, 
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Many Lawyers' ledgers remain unbalanced for years, they know that 
their time is constantly occupied in attendances, correspondence, super- 
intending processes and conveyancing, and that profit must arise 
thereon, but that is all ; and the idea of even a Trial Balance is never 
for a moment entertained. Hence, the complication of accounts, lead- 
ing sometimes to protracted litigation, and the production of evidence 
of the poorest and most meagre description ; whereas, a half yearly 
balance-sheet establishes an ascertained starting point for any account- 
ing. It regulates the periods for rendering accounts, precludes the 
possibility of arrears, keeping the book-keeper ahve to his duties, and 
the principal conversant with his affairs. It enables him either to cur- 
tail his credits or extend them, — to reduce his liabilities or increase 
them 

Although many reasons may be assigned for the arbitrary adoption 
of periodical balances by professional men, there is none more important 
than the necessity of ascertaining their available funds prior to invest- 
ment. A thousand attractive opportunities may present themselves for 
turning money to account, and in the sanguine expectation of realizing 
a large and speedy return, the Agent turns Speculator, and seeing a 
balance on his bank account, takes it for granted that it is an accumu- 
lation of his own profits, buys into this stock or invests in that scheme, 
meets, perhaps, with sudden and sad reverses, and discovers,* alas ! 
when too late, that the ready money so intromitted with, should have 
remained untouched for other purposes. And all this might have been 
avoided had a simple Balance Sheet been laid upon his desk from 
time to time in the ordinary course of business. 

It is not solely to avert such a calamity as this, that a more regular 
system is recommended. The business man should day by day be able 
to give an account of his stewardship ; and exhibit, if necessary, a true 
record of his actings. He owes it to his employers, he owes it to those 
dependent upon him ; and when such a state of things can be easily 
arrived at by a little personal superintendence, or the employment of 
confidential clerks, whose express duty it should be to bring his books 
to a balance at short and stated periods, the adherence to a loose and 
unsatisfactory system cannot be sufficiently reprobated. 

But by many legal practitioners, who have not turned their attention 
to accounting, a system of periodical balancing is looked upon, not only 
as cumbrous and ill adapted to the requirements of their business, but 
unattainable by the majority of book-keepers. Thus it will be seen, 
that defective systems have been perpetuated, and rather than attempt 
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so radical a change as the introduction of a new plan, uncertainty, 
anxiety, and constant risks are submitted to, scarcely with a murmur, 
and often indeed with total indifference. 

The books in a Lawyer's office, where a large Factory and Court 
Business is conducted, should be as in Merchants' counting-houses, of 
two descriptions, viz : — Principal and Subsidiary. 

Those embraced under the first head — 
1. CASH BOOK, \ 

3:^GeX' I Kept by the Book-keepers. 

4. BALANCE BOOK, ' 

Under the second head we may enumerate — 

1. ATTENDANCE OR TIME BOOK, kept by the Principal or by the 

Partners. 

2. PROCESS BOOK, \ 

3. CLERKS' WRITINGS BOOK, ( 

4. * LETTER BOOK, > Kept by Clerks. 

5. DISBURSEMENT BOOK, I 

6. POSTAGE BOOK, ^ 

Before proceeding, however, to exhibit the working of the whole 
system, a particular description of the above books is essential, and as 
the principal books are entirely dependant upon those subsidiary to 
them, it is as well to commence with the latter. 



L SUBSIDIAEY BOOKS. 

ATTENDANCE OE TIME BOOK. 
This, a volume not too large, should be kept by the principal, or in 
the case of a firm, by each partner employed, and is a daily register of 
their various occupations, concisely stated for the guidance of the book- 
keeper ; attention being given to four points, viz., date, name of client^ 
nature of business done, and the time occupied. 

PROCESS BOOK. 

Where a Parliament House clerk is kept, this book falls expressly 
under his charge, and the entries are made similarly to those in the 
Attendance Book. Where there is no clerk for this particular depart- 
ment, and the duties devolve on the principal, of course the Attendance 
Book embraces all entries for Court business. As the book-keeper is 
not necessarily expected to be conversant with Process Business, it is 
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of consequence that all entries should be sufficiently explicit to enable 
him to post his Day Book succinctly, in order that every step of a 
process may be clearly defined and recorded. 

OLBBKS» WBITINGS BOOK. 

This book speaks for itself, being simply a register of all copyings 
done in the office, under their proper dates, with the number and de- 
scription of sheets, and initials of clerk. 

From this, the writing-clerks' accounts are collected, and moreover, 
the book-keeper in posting the copyings, is enabled to make a correct 
charge for drawing deeds and papers, the usual system of entering in 
the books from drafts being very objectionable. 

THE LETTER, DISBUBSEMBNT, AND POSTAGE BOOKS, 

Need no description, as they are in common use in every business, 
and invariably of the same form. 

THE CEOSS ENTRY B001&, 

Is merely used for recording cross-entries in the Ledger, preparatory 
to a balance or adjustment of accounts. 

Having thus sketched the nature of the Subsidiary or Elementary 
Eegisters required in an Agent's office, the principal books may now 
be described. 

II. PRINCIPAL BOOKS. 
CASH BOOK. 

This does not differ in any essential point from Cash Books in 
general use. On the left hand page is entered all the money received, 
and on the right hand page the payments made ; great care, however, 
being taken, that the ledger headings of accounts are properly attended 
to, in order that the posting may be facilitated. 

To free the Cash Book from a multiplicity of smaU outlays in con- 
nection with Court fees, &c., advances should be made from time to 
time to the Parliament House clerk, as also to the clerk keeping the 
postage book, for which they are responsible and must account. 

The author would recommend, where only one bank account is kept, 
(irrespective of trust deposits,) that the following simple plan should 
be adopted. To have an outer column on both sides of the Cash Book, 
in which all sums paid into or drawn out of the bank, should be again 
entered. {See style,) 
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By this method, an admirable check is put upon the Bank Book, ena- 
bling the cashier to see the daily state of the bank account ; and as 
the opening of such an account in the ledger is unnecessary, the labour 
of the book-keeper is rather lessened than increased by its adoption. 

The Cash Book, if not under the charge of the principal or a partner, 
is, of course, kept by the head book-keeper, and should be balanced 
daily ; the monthly balance, of course, being struck on the last day, 
and the book ruled off. The urgent necessity for constantly balancing 
and correctly keeping the Cash cannot be sufficiently impressed on 
book-keepers in a set of books where much outlay, in the shape of fees to 
counsel, &c., is constantly occurring, which outlay must be duly posted 
with the Day Book entries; a single day's arrear might occasion infinite 
trouble. {For Fm^rn of Cash Booh, See style,) 

DAY BOOK OR BUSINESS REGISTER. 

There is no book of more vital importance, nor upon which greater 
care should be bestowed than this. According to the system now sub- 
mitted, it is a complete register "of every transaction of the office, whether 
for attendances, correspondence, court or factory business, or conveyanc- 
ing. It shows the daily , monthly, and annual gross profits, (supposing 
the clients are of good credit,) 'and by the insertion of a column to con- 
tain the expenses of the business, the exact net profits can be ascertained 
at a glance. 

The peculiar feature of this journal, is the scrupulous exclusion of 
Cash Outlay as chargahle against clients. All sums paid to, or on 
account of clients, being posted to their debit at once from the Cash 
Book. The entries in this book, therefore, are purely remunerative 
charges, emanating out of the business, and as such are clearly gross 
profits. This, again, being subjected to a deduction of the cash pay- 
ments or " charges " incidental to the office, for rent, taxes, clerks, 
licenses, stationery, &c., gives the actual net profit of the business. 

The Day Book, as inferred from its name, is made up day by day 
from the "Attendance," "Clerks' Writing," "Process," and "Letter 
Books." It is ruled with three columns ; the inner one for charges, 
posted daily from the Cash Book, the centre column, for the daily 
entries received from the above mentioned books, — the outer column 
being merely the recipient of the daily summations of its neighbour 
column, and thereby the book becomes self-checking, as the two outer 
columns, if correct, must agree in their summations. 

Thus the principals, by referring to this invaluable book, can trace 

N 
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the progress of their business, and check, if necessary, the expenditure 
by which it is afifected. (See style,) 

LEDGERS. 

The plan of keeping two Ledgers for Cash and Business is now very 
generally adopted where the business is extensive, and there are intro- 
missions with funds of heavy amount. But when this distinction is 
made, the postings to the Cash Ledger should never include outlay 
actually necessary for the conducting a case or litigation, such as fees 
to counsel, witnesses, court dues, &c. These, although undoubtedly 
Cash, should be posted in their proper places in the Business Ledger, 
so that the book-keeper, when directed to make out a bill of costs, or 
business account, has merely to transcribe it from the Ledger, distin- 
guishing, if desired, in separate columns, the outlay from the business 
charges. 

The Cash Ledger should be ruled so as to admit of calculations of 
interest being extended, either instanter, or at the leisure of the book- 
keeper. This suggestion may bo beneficial to many ofl&ces, where there 
is no stated time for squaring and rendering accounts, and where un- 
expected settlements are often required. It is well known in many 
instances, that rather than take the trouble or devbte the time to a 
calculation, professional men have been ready to forego their legitimate 
claims for interest on advances, even of long standing. 

The Business Ledger does not differ from General Ledgers in 
ordinary use. 

BALANCE BOOK. 

This book has been introduced by the author in very many esta- 
blishments where he recommended the adoption of monthly balances, 
from the immense number of cash accounts that appeared in the Led- 
ger in connection with factories, processes, &c. The result is all that 
could be desired, and meets with entire approval. 

It is a book divided into two parts, and ruled with twelve money 
columns. In the first division, are entered the debtor Ledger accounts, 
in the second, the creditor accounts, all in detail, with folio references. 
For each calendar month there is a column, and the book-keeper, at 
time of balancing, has only to enter the relative amounts due to or by 
the several accounts as at the end of the month under revision. 
Thus the agent at the end of each month, instead of having to wade 
through long accounts in his Ledgers, refers to the balance-book, sees 
either the increase or reduction of the several accounts since the bal- 
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ance of the preceding month, and makes such, inquiries and investiga- 
tions as may thereby be suggested. 

The monthly balancing of the whole set of books is not only done 
with facility by this method, but the book-keeper is enabled the more 
readily to detect any error that may have crept into his books. At the 
very worst, he has only the work of thirty days to check ; whereas, if 
the balancing were delayed for twelve or even six months, the proba- 
bility is, that any discrepancy might never, or at all events with great 
difficulty, be detected. 

The following style of Books, say of Messrs Home & Cathcart, 
Solicitors, illustrates the system recommended and described as above. 
They were framed in 1861, and included in the first edition. Since 
then, the professional charges have been altered, and in many instances 
increased, but the author has not made any alteration, as it would have 
entailed the labour of remodelling the whole set of Books, without any 
special advantage. 
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II 








u 


ft 


II 


Postage acct. 


P* W. Taylor to acct. - 




1 




It 








It 


6 


n 


Charges, - 


Mr Home's Expenses to 






1 
















(jrlasgow, 
Elgin, for stationery. 




1 


II 








u 


H 


a 


Do. - - - 




3 


17 


6 








H 


II 


II 


L'lty ±>anK 


Melville, Lodged, 




277 


5 


6 








n 


It 


It 


Bnt, Linen Co. - 


Lodged, - 




371 


4 


6 


371 


4 


6 


H 


7 


If 


Do. - - - 


JJO. - - - - 




20 


// 


// 


20 






H 


// 


II 


ijrorcion s ± t. x)/a 


Fee to G. Young, to 






















prepare Defences in 
re Jclamilton & ClerJt, 




3 


10 


6 








It 


11 


II 


rw 

Charges, - 


Servants' wages. Office, 

JJlV. viSt,j (2^ lU/D ^ A*, 

to J. & C. Armitage, 




1 


2 


6 








H 


12 


K 


Hunter s it. 




30 


9 


10 








II 


It 


H 


JJO. - 


Do. to Cox & Co. 




9 


14 


7 








It 


n 


It 


Do. - 


Do. to C Beyius, 




20 


v 


H 








tt 




H 


Do. - 


Do. to o. oorley. 




16 


18 


4 








tl 


u 


If 


Disbursements, - 


Advanced P. House Clk. 




2 


// 


// 








n 


16 


n 


Hunter's Tt, 


UIV. ^ISt,; (2^ lU/D Xr, 








11 
















to H. Tennant, 
(Primrose), Lodged, 
Scott & Smith's Acct., 




1 


3 








a 


// 


It 


Com* Bank, 




342 


3 


6 








II 


// 


It 


Primrose Tt. 




2 


16 


6 








It 




it 


Charges, - 


Acct. for Coals, - 

















u 


27 


II 


City Baiik, 


Bringloe, Lodged, 




35 


8 


9 








M 


// 


m 


J. M. Eoy, B/a., 


Fee to G. Young, for 
Opinion in re Miller 
& Clerk, - 




2 


9 


6 








II 


28 


II 


J. Home, P/a.t - 


Cash, - - - 




5 


// 


u 








H 


// 


n 


A. Cathcart, P/a. 


Do., - - - - 




15 


// 


H 








It 


It 


It 


Charges, - 


Pd. A. Mat^- Writings, 




4 


9 


6 








n 


It 


H 


Balance of Cash, 


Li hand. 




9 


7 


6 




















1222 


13 


5 


740 


5 


4 


























n 


II 


By Bal«» in the Brit. 


Linen Co. at this date. 




II 


II 


n 


630 


5 


4 



• BusiuesB Account. f Private Account. 
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BOOK-KEEPING. 



DAY BOOK,-Febraary 1874. 



J. M. Roy, - 



Isaac Jamieson, 
Do. - 
Do. - 



Campbell Trust, 

Do. - 
Do. - 

James Conway, 



Melville Trust, - 



Do. 



Amounts at Slst Jan. 
Feb. 1. 



Meeting and Attendance, 
with you, on Mr Jones, 
Agent for J. Millar, as 
to offer of Composition 
made by him, and there- 
after writing, accepting 
same under conditions, 

Attendance with you, as 
to building march dykes 
at Muiryburn, 

Drawing Advertisement 
to contractors, 1 sheet, 
and copy, - 

Agency, inserting same 
in K B. Advertiser, 

„ 2. — 

(Leases), Writing, J. 
Monro & Son, Mains 
Farm, to return us the 
draft lease, sent them 
on 2nd ult., 

(Mis eels,) Attendance 
with Chas. Weir, as to 
change in rotation of 
cropping on Bonnyrigs, 
Do. Writing Factor at 
Oban on the subject, - 
Writing Smith & Brown, 
London, in answer, that 
the Glen Shootings are 
let, . . - - 
4. 



Mr Home's attendance 
in London, on Harbour 
Bill in Committee, 6th 
ult., to date, 30 days at 
£3, 3s., 

His Expenses, 30 days at 
£2, 2s., 

Carry ^ forward, £ 



ChaTges. 



15 



15 



Daily 
Business. 



107 



94 
63 



26618 



10 



Totals. 



107 



157] 



26618 6 
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DAY BOO K-Pebruaiy 1874. 



J. M. Roy, 

Watt's Hospital, 

Charges, - 
Do. 



J. M. Eoy, - 
Do. 

Charges, - 
Do. 

MelviUe Trust, 
Paterson & Co. 

Do. 



Bringloe's Trust, 



Do. 

Gordon's Trust 
(Hamilton), 



Brought forward, - £ 
Feb. 5. 



Writing you that our Mr 
H. would be in Glas- 
gow on 6th, in re Miller 
as requested, 
Attending meeting of the 
Governors as to sale of 
Feus, &c., 2 hours, 
Paid Mr W. Taylor's Sa- 
lary, ... - 
Paid Mr Home his ex- 
penses to, at, and from 
London, - - - 
6. 



Mr H. going to Glasgow, 
and after much trouble 
getting payment of 1st 
instalment from Miller, 

His Expenses, 

Paid Mr Home's travel- 
ling expenses, 

Paid Elgin's stationery 
account, - . . 

Writing Factor acknow- 
ledging remittance of 
£648, 10s. - 

Attendance with Bums & 
Dove, Leith, receiving 
bill in your favour for 
price of wine, 

Writing you therewith, - 

7. 



Attending meeting of 
John Anderson's Cre- 
ditors, — Offer of J 5/6 
per £ entertained. 

Writing the three Trus- 
tees thereof, 3/4 and 2/ 

Agency attending Coun- 
sel with Fee, 

Carry forward, - £ 



Charges. 



15 



15 



30 



65 



Daily 
Business. 



266 



273 



18 



13 



11 



Totals. 



266 



18 



16 



17 



18 



273 



11 
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BOOK-KEEPING. 



DAY B O O K,-Febraary 1874. 



J. Jamieson, 



Do. 
Do. 

Do. 

Hunter's Trust, 
Charges, - 



Campbell Trust, 



Primrose Trust, 



Charges, - 



Bringloe's Trust, 
J. M. Roy, - 



Do. 
Do. 



Brought forward, 
Feb. 11. 



Attendance with Sharp & 
Price, builders, receiv- 
ing Estimates for build- 
ing dykes, - - - 

Do. with S. M*Kenzie do. 

Making Copy of Esti- 
mates, — 6 sh. figs. 

Writing you therewith, - 

Factor Fee for quarter, 
due this day. 

Paid Servant's Wages, 
office, - - - 



12. 



(Leases), Writing Monro 
& Son that the trustees 
cannot agree to any mo- 
dification, - 



16.- 



Attendance with Scott & 
Co., receiving price of 
Canongate property, 

„ 24. 



Paid J. Fox for Coals, 



27. 



Agency, — drawing Int. on 
Monro's Bond, 

In consequence of Mil- 
lar's refusal to imple- 
ment agreement, — Draw- 
ing Memorial for opinion 
of Counsel, 7 sh. - 

Making* 2 copies 7 sh. ea. 

Agency attending Coun- 
sel with Fee, 

Carry forward, - £ 



Charges. 



65 



10 



6713 



Daily 
Business. 



27311 2 



50 



328 



Totals. 
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DAT BOOK.-Febraary 1874. 



Hunter^s Trust, 



Digby Johnston, 



Charges, - 
Do. 

Balance of Profit 



Brought forward, - i 

Feb. 28. 

Writing up Sederunt 
Book, 40 sh. Clerk's 
checking calculations, 
&c. - - - - 
Writing you in answer, 
that we will be ready 
to see you on 5th prox. 
Paid A. Matthew, Clerk's 
Writings, - - * - 
Postages this month, 
for 2 months, 



Charges. 



67,13 



It n 

I 



260 



333 



Daily 
Business. 



328 



333 



Totals. 



328 4 



:19 



333 



CROSS-ENTRY BOOK. 



1874 

Feb. 28. — Sundries, — Per Postage Book, Dr. 

Thus John Home, P/a, - - £0 15 5 

A. Cathcart, do. - - 3 7 

Hunter^s Trust, - - 17 2 

Melville's Trust, - . - 115 

Bringloe's Trust, - - 3 

J. Jamieson, - - 6 

Digby Johnston^ - - 1 

J. Conway, - - 1 

CampbeU Trust, - - 4 

Watts' Hospital, - - 2 

J. M. Eoy, - - 1 

Paterson & Mackenzie, - 1 3 10 

Day Book (Charges), - 14 9 



£4 19 6 



To Postage Account, 

J. Jamieson, N. B. Advert. Ist inst. 

To Disbursement Account, 



£ 4 



19 



17 



£ 6 



17 



19 
17 



;17 
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106 BOOK-KEEPING. 







CASH 


LEDGER. 


















JOHN HOME— Capital Account, 


Date. 






Dr. 


Cr. 


Balances. 


Ds. 


Dr. Int. 


Cr. Int. 


1874 
Jan. 


31 


By Balance, (Capi- 
tal advanced to the 
Business), - 


£ 
It 


s. 

// 


d. 

II 


500 


s. 

It 


d. 

// 


£ 

C'500 


s. 

// 


d. 

// 




£ 


s. 


d. 


£ 


s. 


d. 






ANDREW CATHCABT- 


—Capital Account 














1874 
Jan. 


31 


By Balance, (Capi- 
ial advanced). 




// 


II 


500 


f 


It 


C'500 


// 


n 
















JOHN HOME— Private Account. 


1874 
Jan. 
Feb. 

It 


31 
28 
II 


To Balance, 
It Cash, 
// Postages, 


15 
5 

It 


4 

// 

15 


8 
II 
5 


II 

u 


II 


II 
It 


D' 15 
D' 21 


4 

H 


8 
1 






















21 


II 


1 
































ANDREW CATHCART- 


—Private Account. 














1874 
Jan. 
Feb. 
It 

H 


31 

28 

n 
II 


By Balance, 
To Cash, - 
It Postages, 
It Balance, 


II 

15 

II 

98 


II 
II 
3 
6 


// 

H 

7 
11 


113 

It 


9 


6 

It 


C'113 
C 98 


9 
5 


6 
11 






















113 


9 


6 




























If 


It 


By Balance, 




/. 


II 


98 


5 


11 
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CASH LE 


DGER. 








HUNTERS TRUSTEES. 


— Cash Account, 


rate. 






Dr. 


Cr. 


Balances. 


D8 


Dr. Int. 


Or. Int. 










8. 


d. 


£ 


8. 


d. 




s. 


d 






s. 




£ 


s. 


d. 


1874 






































Jan. 


31 


By Balance, 




n 


// 


115 








C 115 






















Feb. 


11 


To Factor Fee, 


50 

















C 65 
























12 


u Div.Armitage 


30 


9 


10 
































H Do. Cox & Co. 


9 


14 


7 




























H 


If 


H Do. Beyfus, - 


20 


































H 


IT 


B Do. Sorley, - 


16 


18 


4 











D' 12 


2 


9 
















H 


16 


u Do. Tennent, 


1 


3 


11 











D' 13 


6 


8 
















n 


28 


. W«upSed*B^ 


4 


16 






























H 


II 


n Postages, &c. 




17 


2 











D' 18 


19 


10 
















H 


II 


By Balance, 










18 


19 


10 




























133 


19 


10 


133 


19 


10 






















It 


II 


To Balance, 


18 


19 


10 




























MELVILLE S TRUSTKES-^Cash Account, 


1874 
































1 

t 






Jan. 


31 


To Balance, 


371 


4 


6 










D' 371 


4 


6 
















Feb. 


6 


By Cash — Rents 










648 


10 





C 277 


5 


6 
















H 


28 


To Balance, 


277 


5 


6 


































648 


10 































n 




By Balance, 











277 


5 


6 






















GAMPBELU8 TRUSTEES— Cash Account 


1874 






































Jan. 


31 


By Balance, 








» 


1485 








C'1485 





// 
















PRIMROSE'S TRUSTEES— Ca^h Account 


1874 






































Jan. 


31 


By Balance, 











750 








C 750 






















Feb. 


16 


H Price of Propy 











345 




























M 


// 


To pd Scott & Smith 


2 


16 


6 










C'1092 


3 


6 
















n 


28 


H Balance, 


1092 


3 


6 


































1095 


// 





1095 




























u 


It 


By Balance, 


n 








1092 


3 


6 
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BOOK-KEEPINQ. 









CASH 


LEDGER. 








BRIT 


LINEN CO.- 




a 




Date. 






Dr. 


Cr. 


Balances. 




Dr. Int. 


Cr. Int 


1874 
Jan. 
Feb. 

H 

n 
n 
n 

H 


31 
4 

p 

u 

H 
N 
It 


To Balance, 

By Cheque, 4 

. Do. N« 15 
To Lodged, 

^ Do. - 
By Cheque, 16 

A- Balance, - 


349 

H 

n 

371 
20 




8. 

H 
H 

tl 

4 

n 
n 
It 


d. 

10 

tt 

H 

6 

a 

H 






25 
30 



55 
630 


8. 





tl 

n 

5 


d. 








4 


£ 

jy 349 

. 294 
665 
. 685 
630 


8. 




5 
5 
5 


d. 
10 

10 
4 
4 
4 




£ 


8. 


d. 


£ 


8. 


d. 








740 


5 


4 


740 


5 


4 






















n 


U 


To Balance, 


630 


5 


4 
































BRIT. LINEN CO,- 


CamphelVs 


Trust, 


1874 
Jan. 


31 


To Balance, 


1472 


3 


G 











Da472 


3 


6 




















NATIONAL bank- 


—Hunter^ 8 Trmt 


1874 
Jan. 
Feb. 

u 


21 
12 
28 


To Balance, 
By Cheque, 35 
// Balance, 


109 

H 
H 


10 

It 

M 


8 




u 

80 
29 





10 




8 


D' 109 
29 


10 
10 


8 
8 




























109 


10 


8 






















n 




To Balance, 


29 


10 


8 
































COMMERCIAL BANK— 


Primrose Trmt, 


1874 
Jan. 
F^b 


31 
16 


To Balance, 
// Lodged, - 


743 
342 


18 
3 


11 

6 






// 
// 




D' 743 
1086 


18 
2 


11 

5 






















1086 


2 


5 
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CASH 


LI 


SDGEB. 
























CITY bank- 


—Bringloe^s Trust 


















Date. 






Dr. 


Cr. 


Balances. 


Ds. 


Dr. Int. 


Cr. Int. 


1874 






£ 


8. 


d. 


£ 


8. 


d. 


£ 


8. 


d. 




£ 


8. 


d. 


£ 


8. 


d. 


Jan. 
Feb. 


31 

28 


To Balance, 
# Lodged, 


27 
35 

62 


1 

8 
10 


3 
9 

H 


H 
It 












jy 27 

. 62 


1 

10 


3 


















POSTAGE ACCOUNT, 


1874 
Jan. 
Feb. 
t/ 

H 


31 
4 

28 
// 


ToBal.inCF»hands, 
n Cash,- 

By Postages this mth. 
V Balance, 


4 
1 

If 

u 


5 

H 

n 
a 


It 
It 
It 
It 


It 
It 

4 

// 






19 
6 





6 
6 


D' 4 
5 



5 
5 
5 





6 






















5 


5 


It 


5 


5 

























n 


It 


To Balance, 


II 


5 


6 




























DISBURSEMENT ACCOUNT. 


1874 
Jan. 
Feb. 

M 

H 


31 
14 

28 


ToBalinCl^^hands, 
Cash, - 

By J. Jamieson, ad^®*^ 
V Balance, 


2 
2 

u 
a 


1 

II 

H 
H 


5 

K 

tt 
It 


It 
1 
2 






17 
3 




6 
11 


D' 2 
. 4 
. 2 


1 
1 
3 


5 
5 
11 






















4 


1 


5 


4 


1 


5 






















M 


H 


To Balance, 


2 


3 


11 
































CITY BANK—MelviWs 


TRUST 
















1874 
Feb. 


6 


To Lodged, 


277 


5 


G 






// 


D'277 


5 


6 
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BOOK-KBEPINQ. 







CASH 


L E D O E R. 


















BORTHWICK ^ IMRIE—Cash Account 


Date. 






1 " Dr. 


Cr. 


Balances. 


r>8. 


Dr. Int. 


Cr. Int. 


1874 
Jan. 
Feb. 

n 


31 
7 

28 


To Balance, 
By Cash, 
To Balance, 


L. 

18 

u 
1 

20 


8. 
1 

18 


d. 

3 
9 




L. 

// 

20 


>. 




d. 






L. 

D' IS 
C 1 


8. 
1 

18 


d. 

3 
9 




L. 


8. 


d 


L. 


8. 


d. 







By Balance, - 


1 " 


a 





1 


18 


9 






















BRINGLOmS TRUSTEES— Cash Accouivt. 


1874 
Jan. 
Feb. 


31 
27 


By Balance, - 
// Int. on Monro's B* 


H 
H 


u 






50 
12 


10 






C 50 

62 




10 
































62 


10 

























WATTS' HOSPITAL— Cash Account 


1874 
Jan. 
Feb. 


31 
8 


To Balance, - 
By Cash, 


K 
H 


14 




9 









14 



9 





14 




9 






























































M, ROY- 


—Cash Acconnt 




















Jan. 


31 


By Balance, - 


3 


7 


10 


// 








D' 3 


7 


10 

















Digitized by Google 



SOtlClTOEs' BOOSS. 



Ill 



CASH LEDGER. 


ADVOCATED CLERKS. 


Date. 






Dr. 


Cr. 


Balances. 


Ds. 


Dr. Int. 


Cr. Int. 


1874 






L. 


S. 


d. 


L. 


B. 


d. 


L. 


8. 


d. 




L. 


s. 


d 


L. 


8. 


d. 


Jan. 
Feb. 

a 


31 
7 

28 


By Balance, - 
/r G. Young's Clerk 
— Hamilton, 
if Do. Eoy, - 


H 
H 

n 


u 

II 
It 


H 
II 

n 


// 
II 

H 
1 


7 

7 
7 

2 


6 

6 
6 

6 


c . 
1 


7 

15 
2 


6 

II 
6 




















PATERSON ^ 


\ M'KENZIE—Cash Account. 












1874 
Jan. 


31 


To Balance, 


195 


17 


6 


II 




n 


D'195 


17 


6 




















J. JAMIESON' 


-Cash Account. 


















1874 
Jan. 


31 


By Balance, - 


H 


II 


a 


25 


H 





C 25 




1 
1 


i 
1 














DISCOUNT ^ INTEREST. 


1874 
Jan. 


31 


By Balance, - 

! 


It 


H 


u 


1 


10 


a 1 

1 
1 


C 1 


10 


u 
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BOO&-KEEPING. 



BUSINESS LEDGER. 


J, M, ROT — Business Account, 


Date. 

1874 
Feb. 

H 
U 
H 


» 

n 




1 
4 

6 

ff 

28 





H 


To (Miller) Meeting & Attendance with you, 
K Do. Writing you that, &c. - 
^ Do. !Mr H. going to Glasgow, &c. - 
, Do. His expenses there, 
n Do. In consequence, &c. 
n Do. Mak* 2 copies of case for opin. 
K Do. Paid Fee to Counsel, &c. 
„ Do. Agency therewith, - 
n Do. Postage, . . - - 




3 
1 
1 

2 




s. 

6 
3 
3 
1 
10 
14 
9 
6 
■ 


d. 

8 

4 

// 







6 

8 

1 














9 


14 


3 








BORTHWICK ^ IMRIE— Business Account 


1874 
Jan. 


31 


To Balance, - - . - - 


46 


8 


2 








JAMES CONWAY— Business Account. 


1874 
Jan. 
Feb. 



31 
1 

28 


„ Writing Swift and Brown, &c. - 
Postage this month, - 


17 





3 




4 
4 
1 














17 


3 


9 
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BUSINESS LEDGER. | 



ISAAC JAMIESON— Business Account, 



Date 
























ft 


s. 


d 








187^ 


















Jan 


.3] 


To Balance, 


\ 


)1^ 


\ \ 


r 






Feb 


. ] 


n Attendance with you, &c. - 




( 


) i 


I 






// 


H 


u Drawing Advertisement, - 
















If 


U 


// Paid for insertion, - 


1 




' i 








u 


U 


u Agency inserting do. 





€ 


\ 4 








n 


11 


Attendance with Sharp <fe Price, 





€ 




\ 






H 


II 


» Do. with S. Mackenzie, 





6 




\ 






a 


n 


n Writing you with Estimates, 


n 


3 


; 4 








tf 


II 


Copy Estimates, - 


n 


9 











H 


28 


Postages this month, 








6 














13 


19 


3 








GORDON'S TRUST— Business Account 


1874 


















Jan. 


31 




74 


13 


2 








Feb. 


7 


Fee to G. Young, <fec. . . - 


3 


10 


6 








u 


H 


Agency attending him therewith, 





6 


8 














78 


10 


4 








WATTS HOSPITAL— Business Account 


1874 


















Jan. 


31 


To Balance, 


12 


10 











Feb. 


4 


Attending Meeting of Governors, &c. - 





13 


4 










28 


n Postages, &c., this month. 





2 

















13 


5 


4 









p 



Digitized by Google 



114 



BOOK-KEKPIXO. 



BUSINESS- LEDGER. 


PATER80N ^ MCKENZIE, Btmness Account, 


Date. 

1874 
Jan. 
Feb. 

tt 

H 


31 
6 

tt 

28 


tt Attendance with Bums and Dove, &c. 

tt Writing you thereafter, 

// Porterage of Wine samples, Postages, &c. 


X 

154 
tt 
tt 
1 


s. 

6 
6 
3 
3 


d. 

8 
8 
4 
10 














166 


tt 


6 








BRINGLOE'S TRVSTEES^Bmlness Account 


1874 
Feb. 

a 
n 
tt 


7 

tt 

28 

tt 


To attending Meeting of Anderson's Cred" 
tt Writing Trustees thereafter 3/4, & 2 c. 1/. 
tt Agency drawing Interest, &c. 
H Postages, &c. 


tt 
tt 
tt 
tt 


6 
5 
6 

// 


8 
4 
8 
3 














tt 


18 


11 








CAMPBELL'S TRUSTEES— Bumness Account. 


1874 
Feb. 

tt 
tt 
tt 

tt 


1 
tt 

u 

12 
28 


To (Leases) Writing J. Munro & Son, &c. 
tt (Miscel.) Attendance with C. Weir, &c. 
V Do. Writing Factor at Oban, &c. 
tt (Leases) Writing J. Munro & Son, &c. 
tt Postages this month, - 


tt 
tt 

tt 
tt 
tt 


3 
6 
3 
3 
// 


4 
8 
4 
4 
4 














tt 


17 


tt' 
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1 

1 BUSINESS LEDGER. 


D. JOHNSTON— Business Account 


, Date 
1874 

Feb 

1 


\ 

u 


J To Writing you in answer, &c. 
u Postage this month, - 


n 


S. 
< 

H 


d 

\ 4 
1 














» 




\ 5 








MELVILLE'S TRUSTEES— Business Account 


1874 
Feb. 

ft 

M 

n 


4 

H 

6 
28 


To Mr Home's attendance in London, &c. 
n Expenses to, at, and from do. - 
// Writing Factor, &c. - 
n Postages and incidents this month. 


94 
63 
1 

// 


10 

3 
1 


n 

4 

6 














158 


14 


9 








PRIMROSES TRUSTEES— Business Account 


1874 
Feb. 


16 


To attendance with Scott & Smith, &c. - 


u 


6 


8 






1 
1 
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BOOK-KEEPING. 



Debtor Accounts.! 


BALANCE 


BOOK, 


1874. 






Lr 
Fo. 


3l8t Jan. 


28th Feb. 


SlBt March. 


30th April 


3l8t Hay. 






i: 


S. 


d. 




8. 


d. 




s. 


d. 














■jonii iioiuc, jl /d. 




15 


4 


8 


21 


H 


1 


76 


u 


4 


















371 


4 


6 




M 


H 







H 














T M Pnv P/a 
•J. 1t1. XvOjr, yjjak. 




3 


7 


10 


3 


7 


10 


128 


7 


10 














Dori/iiwiCK Oc xiuncy v^/d. 




18 


1 


3 


u 




H 




// 


// 




















14 


9 


It 




H 


2 


10 


U 














Paterson&M'Kenzie, C/a. 




195 


17 


6 


195 


17 


6 


200 


17 
















Hunter's Trust, C/a. 




It 


H 




18 


19 


10 


20 


4 


9 


















349 


It 


10 


630 


5 


4 


778 


6 


8 














Do. — Campbell's Trust, 




1472 


3 


6 


1472 


3 


6 


1487 


3 


6 














Nat. liank — Hunter, 




109 


10 


8 


29 


10 


8 




u 


H 














Com. Bank — Primrose, . 




743 


18 


11 


1086 


2 


5 


1600 


H 


H 














City Bank — Bringloe, - 






1 


% 

o 




10 








II 














City Bank—Melville, . 






H 


II 


277 


5 


6 


407 


18 


8 














v^oBii jouuA., 1 Balances 




5 


3 


8 


9 


7 


6 


11 


17 


8 














Postage Ac/. > of Cash 




4 


5 






5 


6 


1 


2 
















Disbursements,) ^^^^ 




2 


1 


5 


2 


3 


11 


2 


















Boi-thwick & Imrie, B/a. 




46 


8 


2 


46 


8 




77 


6 


8 














Isaac Jamieson, B/a. 




9 


18 


7 


13 


19 


3 


24 


2 


2 














•James Conway, B/a. 




17 


It 


4 


17 


3 


9 


30 


3 


4 














Gordon's Trust, B/a. 




74 


13 


2 


78 


10 


4 


80 


8 


11 














Watt's Hospital, B/a. - 




12 


10 


H 


13 


5 


4 


15 


17 


u 














Paterson&M'Kenzie, B/a. 




154 


6 


8 


156 


// 


6 


171 


1 


5 
















3632 


12 


8 
























J. M. Koy, B/a. ' - 
Bringloe's Trust, B/a. 
CarapbeU'a Trust, B/a. - 










9 


14 


3 


11 


1 


3 
















M 




H 


18 




2 


5 


n 














H 


H 




U 


17 




1 


// 


4 












D. Johnston, B/a. - 




U 


H 


H 


II 


3 


\ 


II 


6 


10 












]\relville Trust, B/a. 




H 


II 


u 


158 


14 


9 


171 


15 


8 












Primrose Trust, B/a. 




H 


II 


u 


II 




8 


II 


10 














S. Meiklejohn, B/a. 
D. Cochrane, B/a. - 


n 

H 


II 
II 


H 
II 


4305 


1 


11 


10 

3 


// 
9 


// 
It 






1 

i 

1 






a 
II 


u 
11 


H 

II 






546516 


6 
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BALANCE BOOKi 1874. [Creditor Accounts. 





Lr. 
Fo. 


31st Jan. 


28th Feb. 


31st March. 


30th April. 


3l8t May. 


John Home, Cap. ac. 
And. Cathcart, Cap. ac. - 

Do. Priv. ac. 
Campbell's Trust, C/a. - 
Hunter's Trust, C/a. - - 
Primrose's Trust, C/a. 
Bringloe's Trust, C/a. 
J. Jamieson, C/a. - 
Advocates' Clerks, - 
Disc* & Inter^* ] ^ ( 
Ti^rr T^nnt r Profit. < 




£ 

500 
500 
113 

1 too 

115 

750 
50 
25 

1 

92 


S. 

// 

// 

9 
// 

H 
II 

n 

7 

10 
5 


d. 

H 

II 

6 

// 
// 
// 
// 

A 
u 

// 

8 


£ 

500 
500 
98 

1 tOt^ 

II 

1092 
62 
25 

1 

260 


s. 
// 
// 
5 

// 

o 

6 
10 
// 
2 

10 

5 


d. 

// 
// 

11 

// 
// 

6 

II 

5 

// 
9 


£ 

500 
500 
33 

1 *y U V 

II 

1600 
150 

II 

9 

3 

351 


s. 

// 

9 

// 
// 
// 
// 

10 

4 


d. 

// 
// 
6 
// 
// 

II 
II 

u 

// 

6 


i 354 


14 


6 












3632 


12 


8 


























Melville's Trust, C/a. - 
Borthwick & Imrie, C/a. 




II 
II 


// 
// 


// 
II 


277 
1 


5 

18 


6 
9 


407 
17 


18 
18 


8 
9 
























4305 


1 


11 




















Sir H. Grant, C/a. - 
James Piggot, C/a. 




II 

n 


// 
// 


tt 
II 


II 
II 


u 
II 


// 


325 
74 


'9 


// 
7 






























5465 


16 


6 

















































ADJUSTMENT OF BALANCE, as between Partners at 31st March 1874. 

The total amount of Debts due to the Firm of Home and 
Cathcart, after deducting Balance of £76, Os. 4d. due by Mr 
Home on private account, £ 

The total amount of Debt due by the Firm to sundry Trusts 
and Clients included above, 



Balance of available Funds, 
Whereof Mr Home's Capital, - - - £ 
One half of £354, 14s. 6d. net profit above. 



Less, Balance on private account, 



Mr Cathcart's Capital, - - £ 
One half of net profit as above. 
Balance on private account, 



500 


// 


// 


177 


7 


3 


33 


9 


6 



500 




// 


177 


7 


3 


677 


7 


3 


76 


H 


4 


601 


6 


11 


710 


16 


9 



5389 
4077 



1312 



1312 
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(M 


o 
o 

CO 
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o 
o 

CO 


2000 




O 
00 
CO 


4419 




1 


1 1 


1 


1 


1 


1 





&2 

03 



Cas] 


Do. 


Do. 


Do. 


o o 


Do. 


Bali 










ft 


ft 


ft 


ft ft 


ft 


ft 








I-H 


I-H 


o 

CO 




CO o 

I-H CO 


o 

I-H 


I-H 

CO 








,Jan. 


Feb. 


April 


June 


Sep. 
Nov. 


Dec. 


ft 








00 


ft 


ft 


ft 


ft ft 


ft 


ft 








ft 


ft 


ft 


ft 


ft ft 


ft 


ft 


o> 






ft 


ft 


ft 


ft . 


ft ft 


ft 


ft 


I-H 


(M 


<M 


CO 


00 


CO 


iiooo 


~bo 0~ 
O 




1550 


o 

CO 


4419 


380 








1 


1 1 

1 1 


1 




1 
1 




down, £ 




1 


1 


1 


1 t 






1 




brought 


• Balance. 


Cash, 


Do. 


Do. 


O O 


Do. 


Do. 


Interest, 




Balance 


10 


ft 


ft 


ft 


ft ft 


ft 


ft 


ft 




ft 


I-H 

CO 




00 

I-H 


CO 


(M I-H 

CO 


I-H 


I-H 


CO 




ft 


Dec. 


i 


Mar. 


May 


July 
Oct. 


1 


ft 


Dec. 




ft 


1873, 


1874, 


ft 


ft 


ft ft 


ft 


ft 


ft 




ft 
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CD O 1— 

10 C<1 "lO <M 



00 »-H CO 00 00 00 
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O 

O <M 
CO 



o o o o o 

O O O O i-H % 00 
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I-H 
f-H 



■f 

PQ. 



Do. 


Do. 


Do. 


d 
P 


Do. 


Do. 


Bal. 


Is 
W 




5s 















^ lO CO 

2 



»-i ,-1 O CO o o 

CO »— I CO I-H 



h:5^ <1 t-5 CQ P 

00 * " * * * 
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t>- o 
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O iO o o 
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o 
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I 
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d 


d 


d 
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FORMS of INTEREST ACCOUNTS. 



SCOTCH METHOD of calculating Interest oVi the foregoing 
ACCOUNT-CURREXT. 



Dates. 




Amounts. 


Days. 


Interest ( 




Or thus 


1873, Dec. 

1874, Jan. 


31 

9 


To - - - 
To - - - 


£732 

85 




u 


9 


£ „ 


lo 


// 


6588 


. . 


21 


By - - - 1 


817 
600 


ft 


tt 


12 


1 


o 


1 i 


9804 


, Feb. 


i 


By - - 


217 

25 


M 


tt 
tt 


11 




o 


7 


2387 


» Mar. 


18 


To ^ - 


*192 

439 


It 


It 


45 


1 


Q 

6 




8640 


• jr April 


30 


By . - . 


631 
500 


V 


It 


43 


3 


14 


4 


27133 


' * May 


23 


To - . - 


131 

1000 


ft 
It 




23 




8 


3 


3013 


1 f, June 


4 


By - 


1131 
300 


tt 


" 


12 


\ 1 


17 




13572 


* July 


2 


To . - - 


831 
8 


It 

It 


II 


28 


3 

i 


o 

6 


9 


23268 

1 
1 


K Sep. 


16 


By - - . 


839 
600 


tl 


tt 
tt 


76 


' 8 


14 


9 


63764 


Oct. 


31 


To - - - 


239 
500 


It 
II 


/' 
// 


45 


1 


9 


5 


10755 


n Nov. 


11 


To - - - 


739 
75 


It 


„ 


11 


1 


2 


3 


8129 


// // 


17 


To - - 


814 
1550 


It 


11 




6 


// 


13 


5 


4884 




30 


By - - - 


2364 
2000 


It 


tt 


13 


4 


4 


3 


30732 


t, Dec. 


10 


By - - - 


364 
14 






10 




10 


// 


3640 








350 


It 


It 


21 : 


1 






7350 


H If 


31 


To Interest, 


30 


12 


9 


365 


£30 


12 


9 


223659 
at 5 % 
£30:12:9 








jeaao 


12 


9 
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As already remarked, page 98, professional men would sometimes 
rather lose the advantage of Interest on their Cash advances, than take 
the trouble supposed to be involved in its calculation. This need not 
be, as by the insertion of Interest columns in the Cash Ledger, and the 
adoption of the Scotch or progressive system of calculation, the Book- 
keeper can daily extend the Interest on the balance of Cash, whether 
it be at the Debit or Credit of his employer. 

There are two methods of calculating Interest on an Account-Cur- 
rent, both have their advantages as well as their drawbacks. 

By the English Method, the Interest must always be at the same 
rate per cent., and is calculated on each item of account from its date 
to that of the closing of the Account-Current. The advantage, here 
offered, is manifest ; for should it be necessary either to delete or alter 
any of the entries, the Interest, as already calculated on the remainder, 
will not in any way be affected. In the same manner any omissions 
in the account can be supplied without upsetting the calculation on 
the other items. 

By the Scotch Method, on the other hand, where the calculation 
is upon progressive or periodical balances, no alteration can take place 
without deranging the calculations on subsequent transactions ; but it 
has the very great advantage of allowing of any change in the rates of 
Interest, and also admits of a balatice, rnth relative Interest, being 
ascertained at any time during the currency of the account. 

By the professional Accountant, the latter method will always be 
preferred ; whereas the commercial man will possibly adhere to the 
simpler form, which not only meet his requirements, but is always 
readily understood by his correspondents. 



♦ ♦ ♦ 



Q 
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SECTION 111. 



JUDICIAL AND OTHER FACTORY ACCOUNTS. 

A FBiNTED memorandum has been issued for the instruction of parties 
appointed Judicial Factors or Curators, in the framing and rendering 
their Annual Accounts. This, by the kind permission of the Ac- 
countant of the Court of Session, has been appended to this chapter, 
and will be found to meet all the. requirements of a Judicial Audit. 
But, good as the plan recommended undoubtedly is, it is of great im- 
portance, that those who may not have been engaged in commercial 
jnu-fiuits, nor brotight up as accountants, should be initiated into a 
simple method of keeping their Books, as the primary foundation for 
framing Accounts of Intromissions required by the Court. It need 
not be remarked, that there are certain features peculiar to certain 
Trusts, and a variety of contingencies which can never be met by any 
prescribed formula ; but where special difficulties are likely to be en- 
countered in the management, the selection of the factor should be, 
and it is believed really is, studied by the Court. In ordinary cases, 
however, where no conflicting interests are involved, little difficulty 
can arise in recording the monetary transactions of a factory ; at the 
same time, even the simplest affairs may be mismanaged, or the very 
best management rendered abortive, from incompetency in registering 
details, or, in other words, from an ignorance of Book-keeping. 

The plan usually adopted by many persons appointed to offices of 
Trust for behoof of minors or others, and who may be unaccustomed 
to accounting or to regular systems of Books, is either to hand over 
this troublesome part of their duties to their agent ah initio, or to take 
refuge in a memorandum hook, which book, with all its mystical 
entries, is forwarded to the said Agent, as the period draws near for 
rendering the annual statements. Then commences a tedious process 
of interrogation and explanation, — a fixing of dates and searching for 
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vouchers, until the Balance is struck, and the Factory Accounts are 
ready for inspection. 

All this might be avoided, to the great relief of both Factor and 
Agent, by keeping three books on the simplest system imaginable, — 
a Cash Book, Rental, and Ledger — the contents of the first being 
actual receipts and payments, the second showing the gross charge 
against the Factor, and outstanding arrears, the third and last, em- 
bracing the contents of the first correctly ledgerised, and from which 
any one the least practised in accounts and figures could with facility 
make up his Annual State. 

Accountants and experienced Factors will very naturally adhere to 
the practice of rendering " Accounts of Charge and Discharge with 
relative rentals," — the professional and practised eye at once embracing 
all radical points, without being confused or puzzled by details in 
branching out," but the inexperienced should be provided with a plan 
of Books, so arranged, that they have merely to transcribe their Ledger 
upon a sheet ruled in a certain way^ and an Account of their Intro- 
missions will he exhibited^ embracing every particular and result re- 
quired by the Court. Being in a tabular or columnar form, and every 
subject or possession taken in detail, showing the gross rental, the 
burdens affecting it, and the net revenue, a better insight is obtained 
into the actual working of the factory in its integral parts, than by 
following the usual plan of collecting all the Burdens, Repairs, Feu- 
duties, &c., under separate heads or branches in the discharge. 

In all accountings where the Factor in charge of Lands and House 
Property, is liable to be challenged as to his efficiency, and his man- 
agement tested by certain abstract ideas of economy, the general de- 
sideratum is to show the burdens, repairs, &c., which actuaUy affect 
each subject. Thus a safe check is at once put upon extravagance in 
repairs or improvements, the net proceeds of the farm or subject as- 
certained, and comparative statements easily extracted by parties 
interested in the estates. 

To carry out these views, the following system is humbly sub- 
mitted : — 

The three books to be kept, are— 

(1) The Cash Book, 

(2) The Rental or Income Book, and 

(3) The Ledger. 
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1. THE CASH BOOK. 

As the expenditure in most Factories greatly exceeds the receipts 
in the number of entries, there is no necessity for a debtor and creditor 
page in the Cash Book, — double cash columns being quite sufficient. 
Unfortunately, the " double column " system prevents, for want of 
space, the introduction of the Bank Account Counter Check ; so that 
an account for the Bank must necessarily be opened in the usual form 
in the Ledger. It will be observed (see style annexed), that a place 
for vouchers is affixed to the credit column ; — another essential im- 
provement on ordinary cash books, — the unvouched entries being con- 
stantly kept before the eye of the ^Factor, insuring correctness, and 
preventing a thoughtless outlay, under the head of " Incidents," for 
which no vouchers are in general taken. 

2. THE RENTAL OR INCOME BOOK. 

This should be particularly attended to, as the gross charge against 
the Factor, for annual revenue is taken from it. A form considered 
sufficiently comprehensive, is annexed. 

3. THE LEDGER. 

The book here recommended should be ruled with the debtor and 
creditor columns on the same page, with an additional column for 
arrears of rents or interests ; — ^no necessity existing for an extension of 
periodical balances, the Factor being expected to render a progressive 
state of interest on his whole cash intromissions. 

Accounts should be opened in this book, not with every tenant, but 
with every subject or security. Tenants of Lands often remove from 
various causes, — and in the case of House Property, the change of oc- 
cupancy is of constant occurrence ; hence the necessity of preserving 
the integrity of each possession. 

The only other account, besides that of the Bank, is one which the 
author has always called " The Accumulated Fund Account ; — 
being, in fact, the compensating or equalising accoimt of the books 
— exhibiting the accumulative and divisible, or rather available, fimd, 
of the Trust or Factory. ( See Ledger Style annexed,) 
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CASH BOOK. 



1873 



I-I 

Dec '31 To Balance per 
1874 

May 15 „ 205 George St 

By Do. - 

Do. - 

Do. - 



Do. - 



// Nat. Bank, 
To K B. Ey. Stock, 
By I^at. Bank, 
To 326 Princes St. 



By 



Do. 
Do. 



18 

N 

23 
It 

25 



Do. - 
Do. - 
I, Nat. Bank, 
To Caled. Ey. Debs. 

By National Bank, 
To Do. - 
By 205 George St. 
To Canongate Eents, 



By 



Do. - 



\ „ Do. - 

Do. - 
' To Bond on M- 



31 



By Nat, Bank, 





Ledger 


Receipts. 1 


i 

Expendi- 
ture. 


Vrs. 






£ 


s. 


d. 




s. 


d. 




Audited Account, 




45 


7 


6; 










Eieceived from Jno. Eae, 




50 


// 


// ' 










Prison Assesst. repaid, 








II 


1 


3 


6 


1 


Paving do. do. 




" 


// 


H , 


II 


4 


6 


2 


Feu-duty paid J. Boyd.i 


" 


// 


// 


6 


// 


// 


3 


Eepairs per 3 receipts. 






// i 


4 


5 


1 

3; 


4to 
6 


Lodged, - " "i 




// 




80 


// 


// 




Half-year's Dividend, - , 


27 


10 












Lodged, 








27 


10 






Eeceived from C. Mason, 






"i 










Half-year's Eent, 


65 


// 


II 










Do. Arrearof Mar**Eent, 


: 1 13 




II 










Eepairs repaid ^ 3 rec** 




n 


// 


II 


3 


5 


1 

// 1 


7 to 
9 


Paving Assest. repaid, 




II 








11 


6 


10 


Feu-duty paid H. Eoss, 




II 


// 


II 


"5 






11 


Lodged, 




II 






70 








Half-year's Interest on 


















£2500, - 




50 


// 


II . 










Lodged, - - - 






// 


// 


50 


// 






Cheque No. 43, - 


: 1 14 


// 


// 






"1 




Dodd, Slater, Eep" 


// 


" 


// 


13 


18 


6 


12 


Eeceived from Sub-fac- 
















tor, Eents per List, - 


47 


18 


4 










Sundry Eepairs per 3 


1 














13 


Eeceipts, 




II 


// 


II 


2 


15 


// 


to 
15 


Police & Paving Assess* 


[ ' 


II 


// 


1 


1 


10 




16 & 
17 


Exp* enforc* Eents, &c. 
Half-year's Int. from J. 




II 


// 


1 


2 


8 


tt 


18 


















Kidd, - 
Lodged, - 




20 


// 


II 
















H 


60 








in hand, - - - 






// 




4 


4 


1 








332 


15 


10 


332 


15 


10' 




rendered, - . - 




4 


4 


1 








1 
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LEDGEB. 


HOUSE,, No. 205 George Street, Edinburgh. 


Date. 






Dr. 


Cr. 


m 

Arrears. 


1873 






£ 


s. 


d. 




s. 


d. 


£ 


s. 


d. 


Dec. 


31 


Arrears ^ Rental — J. Rae, 


II 


// 


/' 


v 


// 


u 


25 


H 


// 


1874 










1 








60 






May 


15 


Half-year's Rent ^ do. - 


u 


// 




n 


// 




II 


/» 
















85 


II 






II 


By Cash to Account, 


n 


n 




50 


// 


II 


50 


II 


» 


H 


H 


To Prison Assessment, - 


1 


3 


' 6 








35 


n 




H 


U 


// Paving do. - 


II 


41 6 














U 


U 


II Feu-duty, . . . . 


6 




" 














H 


II 


// Repairs per Receipts, 


4 


5 


3 














It 


23 


Do. to roof, paid Dodd, slater, - 


13 


18 


6 














n 


31 


a Balance to accumulated Fund Acc' 


24 


8 


3 




















50 


M 


1/ 


50 


M 


II 








HOUSE, No, 326 Princes Street, Edinburgh. 


1873 
























Dec. 


31 


Arrears ^ Rental — C. Mason, 


H 


II 


II 


II 


II 


n 


13 


II 


n 


1874 
























May 


15 


Half-year's Rent 11 do. - 


II 


II 


II 




II 


II 


65 


II 






















78 


II 


n 


H 


17 


By Casli from C. Mason, 


n 


II 


u 


78 


II 


II 


78 


» 


n 


n 


// 


To Repairs allowed, - - - 


3 


5 


II 














II 


H 


1, Paving Assessment, - - - 




11 


6 














u 


n 


,/ Feu-duty paid, - - - 


5 


M 


n 














II 


31 


,/ Balance to accumulated Fund Acc* 


69 


3 


6 




















78 


n 


// 


78 


U 


II 








CANONGATE PROPERTY— a Broicn, Sub-Factor, 


1873 
























Dec. 


31 


Arrears Rental — Sundry Tenants, 


H 


H 


a 




n 


n 


14 


18 


4 


1874 






















May 


15 


Half-year's Rent ^ do. - 


H 


K 


II 


» 


n 


II 


50 


II 


v 




















64 


18 


4 


n 


u 


By Cash from C. Brown per List, - 


H 


H 


H 


47 


18 


4 


47 


18 


4 


u 


M 


To Repairs allowed. 


2 


15 


II 








17 


H 




II 


U 


// Assessments do. ... 


1 


10 


6 














II 


U 


K Expenses Distraining & Commis. 


2 


8 
















II 


31 


Balance to accumulated Fund Acc^ 


41 


4 


10 




















47 


18 


4 


47 


18 


4 
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NORTH BRITISH RAILWAY STOCK, 


Date. 






Dr. 


Cr. 


1874 






£ 


s. 


d. 




s. 


d. 


May 


15 


By Half-year'8 T)iv. on Shares, 




tf 




27 


10 


If 


ft 


31 


To carried to accumulated Fund Account, - 


27 


10 


# 








CALEDONIAN RAILWAY CO, DEBENTUBE8. 


1874 


















May 


18 


By Half-year's Int. on £2500, Debs. - 








50 




If 




31 


To carried to accumulated Fund Account, - 


50 













BOND tf^ ;eiOOO over ESTATE of M- 
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L E D a E B. 






NATIONAL BANK ACCOUNT, 












Date. 






Dr. 


Cr. 


1873 








s. 




£ 


s. 


d. 


Dec. 


31 


To Balance, f State, - - - - 


763 


4, 










1874 
















May 


15 


Lodged, 


80 


u 











// 


16 


, Do. 


27 


10 











// 


17 


. Do. 


70 




It 








u 


18 


. Do. 


50 


M 











H 


23 


By Cheque Xo. 43, - - - - 







n 


14 


// 


// 




25 


To Lodged, 


60 


M 


II 








( 


31 


15y Balance, *^ State, . - - - 







H 


lUob 


1 A 

14 


y 








1050 


14 




1 Arcn 
iUOU 


1 A 

14 


9 


- 




To Balance, 


1036 


14 


9 












ACCUMULATED FUND ACCOUNT. 










1873 


















Dec. 


31 


By Amount as at this date. 


// 


M 




808 


12 


3 


1874 


















6\ 


$, Balance, 205 George Street, - 




n 




24 






H 


u 


^ Do. 326 Princes Street, - 




n 


M 


69 


3 


6 




n 


H Do. Canongate Property, - 


^ 




H 


41 


4 


10 


K 


H 


, Do. Nor. Brit. Ry. Div. - 


n 


» 


. 


27 


10 





H 


f 


. Do. Caledn. Deb. Int. - 


H 


// 


1/ 


50 







U 


n 


// Do. Bond over M — do. - 


n 


// 





20 




















1040 


18 


10 






Whereof in Nat. Bank, 


1036 


14 


9 












Cash in hand, 


4 


4 


1 














1040 


18 


10 












Note.— The Judicial Factor's Commission, 


















Agents' Charges and Petty Disbursements, as 


















allowed by Accountant, form a Charge against 


















this Account. 
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FORM OF ACCOUNT FOR THE GUIDANCE OF JUDICIAL FACTORS. 

Under the PupiTs Protection Act, 12 and 13 Vict,, cap. 51. 

In order to afford assistance to those Factors who have not been used to the preparation of Ac- 
jcounts of Charge and Discharge, the following Form has been prepared. The example is purposely 
of the most simple character, and though the Entries are too briefly expressed, it illustrates the 
entire principle on which such an account should be stated. It assumes the pre-existence of a 
correct Cash Book and Rental kept by the Factor. The Factor must not mix any of these 
Branches, and especially separate and minutely distinguish Revenue from CapitaL And all 
Vouchers must be lodged at once, and with the Account. Faoton should be careful not to re- 
tain a sum of £50 or npwards in their hands at any time for a period exceeding 10 days, as 
they render themselyes liable in a penalty of 20 perioent See Act Sect 5. 



EXAMPLE, 

No. 116S.— ACCOUNT of CHAEGE and DISCHAEGE of the INTKOMIS- 
SIONS of * * *, residing at * * *, as Curator Bonis (or, as the case may be) 
to * * * presently residing at * * *— From Slst March 1856 to 31st March 1857. 

The Cautioner is * * * residing at * * * 
X.-C K A B O E. 



I. Estate as taken Credit for at the close of last Account, 

1. Heritable Bond by " A. B." over lands of * * * 

2. Balance in Koyal Bank, 

3. Household Furniture as appraised, 

4. Balance in Factor's hands, 



XL 
I. 



Sum, 

Revenue, 
Bents. 

1. Arrears of Rents as taken Credit for at the close of last Account, 

2. Current Rents, as per Rental in Appendix to this Account, 

NoTK.— A form of Rental fUraished to Factors when desired by them. 

Interests. 

1. Heritable Bond for £1000 granted by A.B. over Lands 
of ♦ ♦ *— 

1856, May 15, Interest at 5 per cent, for half-year, 

to this date, 

,, Nov. 11. Do. do. do. 



2. Heritable Bond for 500 granted by CD. over Lands 

of * ♦ *- 

1856, Nov. IL Interest for half-year to this date, 
at 4 per cent. .... 

3. Bank Account — 

1856, Dec. 31. Interest added by Royal Bank to 
31st December 1856, • 

III. Annuity. 

1856, July 15. Received half-year's Annuity due at 

this date, 

1857, Jan. 16. Do. do. do. - 



III. Capital Realised, 



£25 






25 






£50 






10 






34 


17 


6 



£25. 
25!. 



Sum, 




£15,10. 
74...'. 



£89 



10 



9417, 6 



50 



234 7 o: 



1856. May 15. Drawn from Bank, - - . . 

NoTB.— As the Factor debits himself with the vahole Estate at the com- 
mencement of the Account, and takes credit, at the termination of the 
discharge, for the wliole Estate as then subsisting, the realisation of Capi- 
tal, as above, though noticed thus in an inner column, is not carried into 
the outer or money column. This £500, with which the Factor is already 
debited by the Balance in Bank in Branch I. of the Charge above, will be 
found taken credit for at invested under Branch V. of Discharge. 



500 



SUM OF CHARGE, 



£267418 
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II.— DISCKABOE. 

I. Burdens and Repairs, 
I. Burdens. 

1856, May 25. Police Asiessment on Property in * * * 
„ ^1. Fire Insurance on do. 
„ June 19. Poor's Assessment on do. 
,, ,, ^, Property-Tax on do. 

II. Rep.urs. 

1856, July 25. Paid James Brown for Mason Work, 
per Estimate, - - - - - 
„ Oct. 19. Paid H. Smith for Papering House * * * 



£5 


7 


3 


9 



II. Maintename of Waid. 

1856, April 15. Quarter's Board in * 

„ July 15. Do. do; 

„ Oct. 15. Do. do. 
1867, Jan. 15. Do. do. 



* * Asylum to this date, 
do. do. 



do. 
do. 



do. 
do. 



„ Clothes, &c., furnished "Ward during year, 

III. Capital Invested. 

1856, May 15. Loan to CD. over Lands of * * * - 

1857, Mar. 31. Paid into Royal Bank during year, 
- " ~ rill. ofr 



See Note, Branch 1 



r Charge. 



rV. Management, 

I. Law Expenses. 

1856, Dec. 31. Paid* * * his Account for appointment 
of Curator Bonis in the present case, 
NoTB.— Business Accounts should be paid in fulL or in part, 
subject io taxation by the Auditor of Court. 

II. Commission to Factor. 

Amount allowed by Accountant of Court at last Audit, 

III. Miscellaneous. 

1856, June 15. Paid Travelling Expenses 
with "Ward to Asylum, - 
,, July 18. Paid Accountant's Fees of 
Audit of last Account, - 



£1| 3 
...110 



6 



V. Estate as at dose of this Account, 

1. Heritable Bond by A. B. over Lands of * * * 

2. Heritable Bond by C. D. over Lands of * * * - 

3. Balance in Koyal Bank, including Interest to 31st Dec. 

1856. as per certified Bank Pass-book (or, as the -case 
may be). 

4. Household Furniture as appraised, - 

5. Arrears of Kent outstanding, as per Rental, 

Add— 

6. Balance in hands of Factor, 



Vouch. 
No. 



£15 
15 
15 
15 



£60 
12 



14. 



£500 

95 



£595 



Sum, 

7. 
8. 
9. 
10. 



IL 



2013 



5 5 



113 



£1000 






500 






746 


1 




200 






7 


10 




£2453 


11 




4 


13 


6 



14. 
15. 



12. 



13. 1 



SUM OF DISCHARGE, 
Equal to the Charge. — 

Signature of the Factor j A B 

Date 

Note —It is the apecial interest of each Factor thus to Becobd, owce a year, by one State of Accounts (which is 
carefully preserved in the Accountant's office), a full and clear view of his management. This will avert 
the need of all other loose papers or correspondence, and the questions likely to arise from complicated 
corrections and explanations. 
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NOTES FOR THE GUIDANCE OF JUDICIAL FACTORS, 
Under the PupiVs Protection Act, 12 and 13 Vict, cap, 51. 



I. ACCOUNTS. 

1. BODT OF THE ACCOUNT AND ITS APPENDICES. 

(1.) Charge Side of an Account. — ^The most conclusive form is 
for the Factor to commence by charging himself with the 
Whole Estate; that is — (1.) Whole Funds, Arrears, Balances, 
and whatever belonged to the Estate according to Inventory, or 
at the closing date of the preceding Account. By this means 
no part of the funds can be lost sight of or omitted without 
affecting the Balance. (2.) Revenue will then follow, of what- 
ever description that has become payable within the period em- 
braced by the Account, including the whole rental and an^ear, 
if any^ properly branched, and narrating distinctly, in each 
entry y the data requisite to check its accuracy ; such as dates, 
periods, rates of interest, or dividends, stock amounts, &c. 
The main distinction is between Capital and Revenue. The 
elements that come under these two must never in any measure 
be mixed, though each branch may be more or less subdivided. 

(2.) Discharge Side of an Account, branched as follows : — 
Public Burdens, Repairs, Interest of Debt, Payments on ac- 
count of the Ward, Investments made. Debt paid off. Improve- 
ments, Expenses of Management, and, lastly. Funds, Balances, 
and Arrears outstanding, or actual amount and particulars of 

* the Estate, as at the date on which the Account closes. 

2. Account-Current or Cash Account. — ^Every Factor of course 

keeps a Cash Book, and unless there is a Progressive Interest 
State, a transcript with the dates from his Cash Book is requisite 
as an Appendix to the Factor's Accoimt of Charge and Discharge. 
This of course must balance with his Account of Charge and 
Discharge. 

3. New Claims arising, or Property discovered to belong to the 

Estate after the Inventory has been lodged, should be specially 
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reported and explained in the Annual Account next following the 
discovery, and taken into the Vidimus of Funds. 

4. Vidimus. — ^Each Annual Account of Charge and Discharge must 
either contain, or be followed (as an Appendix) by a Vidimus. In 
either case, the Vidimus must embrace the entire Estate, that 
is, all Funds and Balances as subsisting on the exact date of 
closing the Account, including arrears, if any. When the Vidi- 
mus is embraced tdthin the Account, the accuracy of the whole is 
proved by the Balance of the Account. When the Vidimus is 
separate the Factor must test and prove its accuracy, by recon- 
ciling it with the Vidimus of the year preceding. 

5. Dates. — (1.) The Annual closing Date must be rigidly adhered 
to, unless in the event of the death of the Factor or Ward, or of 
a Pupil reaching minority, or other event terminating the Factory, 
when the Account must be closed and balanced, and the exact 
amount of the Estate ascertained, as at that date. If the Pupil 
reaching minority be one of several, the Accounts must be also 
balanced at the subsequent Annual closing Date. (2.) In all 
Accounts, whenever the nature of Entries admits of it, the Dates 
must be given. (3.) False Dates, or intromissions of a Date sub- 
sequent to the closing date of the Accounts, cannot be admitted. 

6. Signatures. — ^Accounts must be signed by the Factor, and also 
the States or Accounts of Sub-factors, also all Separate Expla- 
nations, though these latter will very rarely he requisite if Ac- 
counts have been accurately kept and properly stated, 

7. Vouchers. — (1.) The Vouchers must be properly arranged, backed, 
and numbered, and referred to by the number in the Account of 
Charge and Discharge. (2.) Must refer to the Factorial Estate, 
as distinct from the Factor's private affairs, and be accompanied 
by any detailed Accounts of which they form the Discharge. 
(3.) The entry or narrative in the Account must express the trans- 
action in simple accordance with fact, and mth the Vouchers, 
and fully. (4.) Particular attention is called to the necessity, in 
the payment of board, of stating the name and address of the 
party with whom the Pupil or Lunatic is boarded. (5.) States 
unsigned, or a Bank Account uncertified, cannot be taken as evi- 
dence. (6.) No separate Inventory of Vouchers is requisite. 
(7.) Payments unvouched, or without the proper stamp, mv^st he 
disalloioed, (8.) Vouchers are returned after the Audit is com- 
pleted. 
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' 8. Backing Accounts. — The Back of the Account lodged should 
bear— (1.) The Name of the Factor and Ward. (2.) The exact 
period embraced by the Account. (3.) At the bottom, the refer- 
ence number of the Appointment. The Factor or Agent (if the 
Account be attended to by an Agent) is requested, in all cases, to 
give his precise address, in order to secure the safe transmission 
of documents. 

9. Lodging the Account. — ^The Annual Account, with its Appen- 
dices, that is, all that has to be retained and preserved when 
lodged at the Accountant's Office, should be stitched together as 
ONE PAPER, and thus be so complete as to be adequate clearly to 
inform any one having occasion to examine it without the 
Vouchers, when neither the Factor nor the Accountant can be 
present to explain. 

II. RENTAL. 

10. Eentals. — A rental should never be omitted from the Appendix 
to the Account. • In ordinary cases, the columns requisite are — 
(1.) Names of possessions. (2.) Names of Tenants. (3.) Ar- 
rears taken (without any alteration) from last Eental. (4.) Eents 
since become due. (5.) Amounts paid. (6.) Arrears, exact as 
on the date on which the Account closes. 
Each subject in the Rental must be accounted for annually. If 
any subject, therefore, has been unoccupied, or taken possession 
of by a creditor, the circumstance must be so explained. The 
amounts of columns No. 3 and No. 4 of the Rental are carried to 
the Factor's Account, Charge Side, Branch 1 and 2 respectively. 
Where the Rental differs from that of the preceding year, the 
cause of difference should be shown. 



III. AUDIT. 

11. Commission. — If none is desired, say so at the end of the Account. 
If desired, mention the amount deemed due, and how arrived at ; 
but do not include it in the Account, or take Credit for it. The 
amount fixed by the Accountant will come into the hext Annual 
Account. 

12. Interest. — (1.) Progressive Interest States to be furnished, as an 
Appendix, when Interest is either charged or allowed on the Ac- 
count. (2.) Bank Interest will only be allowed a Factor on cash 

s 



Digitized by Google 



138 BOOK-KEEPING. 

advanced by him, if he had at his command an available Factorial 
Fund. (3.) The Rate of Interest, and the period to which it 
applies and comes down, must altoays he stated, (4.) Interest on 
a Bank or other Account-Current is not nejcessarily, and in general 
should not be, brought down to the closing date of the Factor's 
Account. It is enough to state the date from which it is resting, 
or as yet to be accounted for. Factors will be charged at the rate 
of Twenty per Cent., Penal Interest, on the balance exceeding 
£50 remaining in their hands for more than ten days. 

13. Investments. — The Accountant is required by the Act to "con- 
sider the Investments." Besides production of the evidence of an 
Investment, therefore, Factors should, iii the narrative of such an 
entry, briefly describe the security, its nature, position, and con- 
ditions, either in the Account or separate Vidimus, and produce 
the valuations on which the money has been advanced. The 
Court will not approve of Investments in Shares, Personal Bonds, 
or Bills, or even of the protracted continuance of such Invest- 
ments so found by the Factor on his appointment, or of the con- 
tinuance of the funds in trade or business. The Court has not 
hitherto approved of Investment on Debenture Bonds. 

14. Report. — When lodged, the Account will be audited without 
delay, and a Draft Report issued, and this the Factor is requested, 
ivithout delay, to revise and return ; and in any event within 
twenty days. The Factor should endeavour to clear up all diffi- 
culties IN HIS Annual Account, and to embody there all that he 
wishes to record for his future exoneration at the Accountant's 
office. Fragmentary and miscellaneous papers lodged — as they 
often are — at other seasom, can rarely be of use either at the time, 
or at a future date. It is only once a year, in ordinary circum- 
stances, that the position of each estate can be fully gone into 
and reported on. 

16. Notes by the Accountant. — ^When the Accountant issues Notes, 
at the Annual Audit, the Factor's additional productions or an- 
swers or explanations should be signed by him. Such separate 
papers, or supplementary letters, however, ought not to be re- 
quisite. They never can compensate for the neglect to lodge at 
first Accounts in themselves conclusive. The unnecessary ex- 
pense, then or thereafter, so created, will fall upon the Factor, 
and not upon the Estate. 
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IV. SPECIAL POWERS. 

16. Opinions.— The Accountant cannot take the responsibility of 
giving opinions for the guidance of Factors, unless in the course 
of his duty, in the Annual Audit of a Factor's Account, or to the 
Court in applications by Factors for special powers. In the 
latter case, the Factor proceeds in the form of a Report to the 
Accountant, he states the circumstances, and his own views, (as 
in a petition to the Court), and concludes (as in the Prayer of a 
Petition) by stating briefly the exact powers lie loishes the CouH 
to grant to him. The Accountant's opinion will follow thereon. 
The Factor should then bring his Report, with the Accountant's 
opinion, by a Note before the Junior Lord Ordinary. 

V. MISCELLANEOUS. 

17. The Death (with evidence of it) of a Factor or Ward, or death or 
insolvency of a Cautioner, to be intimated. 

18. Fees of Audit. — When the Draft Report has been returned to 
the Accountant, and the Audit is completed, the amount due to 

. the Fee Fund will immediately be intimated to the Factor, and, 
when paid (uidess in special circumstances), the whole Vouchers 
forthwith returned. Further communications with the Account- 
ant should not be ordinarily requisite until the occurrence of the 
Audit of the year following. 

VI. PETITIONS FOR DISCHARGE. 

In order to facilitate these applications, and to prevent unnecessary 
trouble and expense to Estates, the Accountant of the Court of 
Session begs to call the attention of Agents to the following requisites 
which have now been sanctioned by the practice of years : — 

L Factors Loco Tutoris. — Tutors-at-Law. — Tutors-Dative. 

Where the Factor or Tutor applies for discharge at the termination of 
his office, L e., when the youngest Pupil reaches minority, he re- 
quires to produce — 

(1.) Evidence of the age of the youngest of the Pupils. 
(2.) Evidence that the Minors have chosen Curators, /. e., the 
Extract Decree of Curatory. 
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(3.) A Discharge by the Minors, with consent of their Curators 
acknowledging that the funds and effects under the factory 
have been paid over to, or accounted for to them. The 
Discharge should refer, in special terms, to the funds and 
effects as at the termination of the office, reported on by 
the Accountant. A convenient form is to append a State 
of these fiinds to the Discharge, referring to it in the latter, 
and holding it as therein repeated. 

II. CuBATORS Bonis. — Curators-at-Law. — Judicial Factors to 

Lunatics. . 

I. Where the Ward dies Testate^ the Curator requires to produce, — 
(1.) The deceased's Will or Trust-Settlement, or an Extract. 
(2.) Confirmation by the Trustees and Executors acting under it. 
(3.) A Discharge by them to the effect above described. 
II. Where the Ward dies Intestate. 

1. Where the Estate consists of Heritable Bonds^ the Curator re- 

quires to produce, — 
(1.) Service expede by the heir-at-law. 

(2.) An acknowledgment by him that the Bonds have been 

made over to him. 
(3.) If the Heritable Investments have been made by the 

Curator out of Moveable Estate, they will fall under 

the following head of Executory. 

2. Where the Estate is Moveable, — 

(1.) Production of Confirmation by the Executive-dative. 
(2.) A Discharge by him to the effect above described. 

III. Where the Ward recovers. The Curator shall present a Petition 

for Eecal, producing therewith Medical Certificates of the 
Ward's recovery. After the Curatory is recalled, the Ward 
may execute a valid discharge in the terms before mentioned. 

III. Factors Loco Absentis. 

1. Evidence of the Identity of the Ward ; and 

2. A Discharge by him to the effect above described. 

IV. Recal and Discharge during the Subsistence of the Office, 

OR ON THE Death of Factor. 
1. It will be seen from the preceding Notes that the Factor requires 
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to divest of the Estate, and transfer the Funds, Documents of Debt, 
and other Writs, to the party or parties entitled to receive and dis- 
charge the same, before he can be judicially discharged. 

2. It follows, also, that where a subsisting factory is sought to be 
terminated by the Factor desiring to resign the office, on account of 
leaving the country, or any other proper cause, he cannot be discharged 
until some one has been appointed in his room, in whose favour he 
can divest ; unless consignation is ordered by the Court. 

3. Where the Factor dies, a new Factor will be appointed, to whom 
the Eepresentatives of the deceased Factor will fall to account. 

4. It is competent to embrace the application for Eecal and Dis- 
charge, and for a new Appointment, in one Petition. 

V. Procedure. 

In all cases the Accountant will issue a draft of his proposed Eeport 
to the Court for revisal. It is extremely desirable, therefore, that the 
case should be in all respects complete before the draft Report is pre^ 
pared. When the Report is signed, intimation will be given to the 
Agent, who will transmit the process to the office of the J unior Lord 
Ordinary, and enrol the case. When Judicial Discharge is obtained, 
the Agent will procure an extract, and on lodging it with the Ac- 
countant he will obtain delivery of the Bond of Caution. The case 
will then be written off the Accountant's Register. 
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NEWSPAPEK AND PRIOTING BUSINESS. 

Perhaps there ai-e no establishments in the money-making world 
where greater order, regularity, and method prevail than in Newspaper 
and Printing Offices ; and yet it is a well ascertained fact, tliat where 
the two are combined, the system pursued in their monetary arrange- 
ments and Book-keeping, is not by any means so regular or satisfactory 
as might be expected. It is true that Books are always most scrupu- 
lously kept, — ^and the Book-keepers in charge, are invariably men of 
integrity and probity, — but still there is generally a something wanting, 
and that thing is seldom sought for or demanded, although of paramount 
importance in ascertaining the stability of the undertaking and its pro- 
gress. This great desideratum is simply a Balance Sheet of the Books" 
Its importance cannot be questioned, where there is more than one 
partner or proprietor, and even if the two concerns are carried on by 
one party, it might be supposed, that he would very naturally desire 
to know from which source he derived the greatest profit and revenue, 
or on the other hand, to which business he could justly attribute an 
evident loss. The author has had frequent opportunities of examining 
the systems adopted both in England and Scotland, and, with a few 
exceptions, the sole object of proprietors appeared to be to pay their 
current expenses, and hold the balance in the bank at a certain date, 
as realised profit, either subject to division among partners, or retained 
as an available fund for emergencies. It was a matter of indifference 
to them, how said balance had accrued — they were to that extent 
" above the world," " the concerns must be thriving," " all the ex- 
penses had been paid," " there were book debts besides, due to the 
business still outstanding," &c. ; but it never seems to have occurred 
to them, that the " Newspaper" would have been more remunerative 
without the " Printing Business," or vice versa. 

An ameHoration of this state of things was rendered still more diffi- 
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cult by the legislative measures in connection 'with the press. Weekly 
papers suddenly expanded into . daily prints, and the labours of the 
officials, formerly considered sufficiently onerous, were increased im- 
mensely. If a " Balance Sheet" was looked upon under the ancien 
regime as an impracticable affair, to mention such a thing now, may, 
perhaps, be laying oneself open to a charge of puerility; and the recom- 
mendation of a system resulting in a Balance Sheet, may be scouted 
mth ridicule, or at the best as certainly " good enough in theory, but 
utterly impossible in practice." 

Be this aa it may, the following system of Book-keeping for a News- 
paper and Printing Establishment is humbly submitted, not solely 
because it is supposed to be sound in theory, but because it has been 
tested by practice, and found to work to the entire satisfaction of more 
than one concern. 

I.— NEWSPAPER DEPARTMENT. 
The books required are six in number. 

1. Cash Book. 

2. Wages Book. 

3. Advertising Day Book. 

4. Register op Subscribers and Address Book. 

5. Advertisement Ledger. 

6. Newspaper Ledger. 

1. THE CASH BOOK. 

This should be ruled in the common form, but with the additional 
columns for the bank transactions, {See Form of Cash Book fm' 
SolicitorSy PaH IIL^ Section II.) great care being taken4hat it is kept 
quite distinct from the Printing Cash Book. The Entries are posted 
direct to the Ledgers. 

2. THE WAGES BOOK. 

This serves as a register of the Printing work done for the paper, 
and is kept by the foreman. It shows also the actual payments to the 
workmen, each man having a separate column, so that on pay day 
there is every facility for a speedy settlement, while the cost of each 
day's print is ascertained. 
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The foreman, from time to time, receives money from the cashier, 
which is carried through the Cash Book direct to the debit of " News- 
paper Account " in the Ledger ; the foreman having merely to account 
for the money advanced, which his ''Wages Book" at any time enables 
him to do. Of course he is held responsible for any balance thereon. 



The book should be ruled thus : — 



Date. 


Description of Work. 


John 
Ross. 


Wm. 
Hope. 


James 
Blair. 


Henry 
Smith. 


Charles 
Brown. 








Totals. 


1874. 
Jan. 15 

N H 

H n 

H n 


Case Work, - 

n 
It 
It 


15/ 

M 
It 

H 


9/6 




32/ 


17/6 


H 


11 




£ 
3 


s. 
14 


d. 

H 



















3. THE ADVERTISING DAY BOOK. 

This book is made up from the newspaper Daily ^ and should be 
ruled thus : — 



Date. 


Name of 


Cash 


Description of 


Fo. Adv. 


Credit 




Advertiser. 


received. 


Advertisements. 


Ledger. 


Accounts. 


1874. 




£ 


s. 


d. 






£ 


s. 


d. 


Jan. 25 


Jn. Thomson, 




It 


II 


House for Sale, Elm 




















Eow, - - - 


34 




2 


6 


. 26 


A. M'Kenzie, 


n 


1 


6 


Sale by Auction, 










H It 


James More, 


It 




II 


Ship on berth for 




















Sydney,- - - 


10 


m 


7 


6 






M 


1 


6 









10 





If advertisements are paid for, when ordered for insertion, the cash 
received is entered in the Cash Book ; but it will be observed that a 
column is provided in the above form for these payments, so that the 
Book-keeper, in writing up his Day Book from the published news- 
paper , must take care that the cash so received is entered in its proper 
column, as the advertisments unpaid for should be carried into the 
credit column, from whence they are posted into the Advertisement 
Ledger. 
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The object of this plan is to have a check upon the credit side of the 
Advertisement Ledger, the summation of which should exactly corre- 
spond with that of the cash and credit columns above, when added to- 
gether. 

The accounts of parties advertising on credit, are posted from this 
book direct. 

4. THE REGISTER OF SUBSCRIBERS AND ADDRESS BOOK. 

The object of this book is denoted by its title, subscribers being 
charged at stated periods for the papers, in the Newspaper Ledger, 
and " Newspaper Account " receiving a relative credit. Cash re- 
ceived for daily sales, or sales to the trade, passes through the Cash 
Book, and is also posted to the credit of " Newspaper Account." 

The form of this book is left entirely to the fancy of the parties in 
charge. 

5. THE ADVERTISEMENT LEDGER; 

This Ledger embraces all charges for Advertising, either for Cash or 
Credit, which are posted into it direct from the Advertising Dslj Book 
and Cash Book. Thus : — Sundry advertisers are debited for advertise- 
ments as per outer column of Day Book, " Advertising account," re- 
ceiving a credit therefor, and advertisements paid for at the time are 
carried at once from the Cash Book also to the credit of same account. 
To check the correctness of this ledger, the summation of the credit 
side of newspaper account, should exactly agree with the debit sides of 
all the other accounts, when the amount of the " Cash received " 
column of the Day Book is added to the latter. 

6. NEWSPAPER LEDGER. 

The Newspaper Ledger, as may be inferred, is solely the recipient 
on the one hand, of all charges against customers for papers supplied, 
and on the other, for the credits corresponding thereto ; and is very 
similar in character to the Advertising Ledger, with this exception, 
that it is posted from the Register of Subscribers instead of the Day 
Book. 



T 
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II.— PRINTING OR JOBBING DEPARTMENT. 

There are only four books actually needed in this department. 

1. Cash Book. 

2. Wages Book. 

3. Day Book. 

4. Printing Ledger. 

1. THE CASH BOOK, 

Of which a description is unnecessary ; must be kept quite distinct 
from that used for the newspaper. 

2. THE WAGES BOOK, 

Should be ruled in a similar manner to that in the other depart- 
ment. It is under the charge of the foreman, and from it he must 
make up his Day Book. 

3. the day book. 

This book should be written up from the Wages Book with great 
care, as it is the register of all the jobbing work done for customers. 

To the actual wages paid the workmen, are added the trade profit 
and expense of paper, and the results are posted to the debit of 
parties in the Ledger, " Printing Account " receiving a corresponding 
credit. 

4. THE PRINTING LEDGER. 

As before stated, it is pqsted from the Day and Cash Books, and 
simply contains the accounts of customers, with a relative compensat- 
ing account called " Printing Account." 

Note. — In order to keep the two departments as distmct as possible, it is de- 
sirable that the two sets of Books, with relative account papers, &c., should be made 
of different colours,— the difference between the blue and yellow wove papers being 
very striking, and at once leading the Book-keeper to adhere to the right department 
in making his entries. For instance, an account rendered for printing Work would 
be made out on yellow wove paper, — when the customer brings it to be discharged, 
the colour at once directs the Book-keeper to the yellow wove Cash Book, and from 
thence to the Ledger of the same colour. This suggestion has been acted upon in 
several cases, and is admitted to have greatly facilitated the work, and at the sme 
time ensured correctness. 
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III.— TO BALANCE THE TWO SETS OF BOOKS. 

Having thus given a full description of the books essentially neces- 
sary for the separate departments, it only remains to describe the 
connecting link — namely, the Private Ledger — ^which should be kept 
by the Principal, or one of the Partners, and contain what may be 
termed the Eadical Accounts, or, in other words, such accounts as 
form the Capital of the Business, or the charges which affect the 
Profits. The gross profits appear in the Newspaper, Advertising, and 
Printing Ledgers, although even there subjected to the offset of work- 
man's wages, &c. But there are other charges such as Salaries, Eents, 
Taxes, Interest, &c., which should always be kept private and so de- 
feat the curiosity of idlers. 

These accounts should be as follows : — 

1. STOCK OR MATERIAL ACCOUNT. 

Showing the stock, fixtures, and materials belonging to the concern. 

2. SALARY AND WAGES ACCOUNT. 

For such salaries, wages, and allowances to clerks and others as are 
not exactly applicable to the separate departments. 

3. OFFICE EXPENDITURK 
For rent, taxes, coals, gas, postages, and incidents. 

4. CASH. 
On hand at time of Balancing. 

5. BANK ACCOUNT. 
The above Accounts should always show Debtor Balances, 

6. CAPITAL ACCOUNT. 
Being money advanced by Partners. 

7. INDIVIDUAL PARTNER'S PRIVATE ACCOUNTS. 

For their share of Profits at last Balance, affected by their subse- 
quent Drawings out of the Business. 
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8. PROFIT AND LOSS. 
For disposable Balance or Fund for Division. 

These last three Accoiints should always show Greditor Balances, or the following 
facts are at once elicited— That the Capital is expended, that the Partners are 
drawing more than their legitimate share ; or, that the Concerns are working at a 
loss. 



BALANCE SH 



IT OF THE BOOKS* 



Dr. AccountB. 



Sundries for " News- 
paper," collected from 
Newspaper Ledger, £ 

Do. for " Advertising," 
collected fix)ni Adver- 
tisement Ledger, 

Do. "Printing," collect 
ed from Printing Led' 

Stock of Materials, &c., 
from Private Ledger, 

Salaries, &c., from do. 

ffice Expenses, do. 

Bank Account, do. 

Cash on hand, per Cash 
Book, 



715 

413 

321 

750 
350 
182 
1100 

U 



3847 



Cr. AccountB. 



Capital Advanced, per 
Private Ledger, £ 

" Newspaper" Account, 
from Newspaper Led- 
ger, 

" Advertising " Acct. , 
from Advertising 
Ledger, - 
Printing Acct.," from 
Printing Ledger, 



2000 

831 

513 
502 



3847 



The foregoing is supposed to be the Balance Sheet of two sets of 
Books — ^but it will be observed that the " Profit " or " Loss " is not 
exhibited. To effect this, an account must be opened in the Private 
Ledger, under the head of 

Profit and Loss. 



AND CHARGED WITH — 



Salaries, &c.. 
Office Expenses, - 


f 


350 








182 


10 






£ 


532 


10 




Balance of Profit, 




1314 


10 


3 






1847 




3 



BUT CREDITED WITH — 



News2)aper Accqunt, £ 
Advertising Account, 
Priutiiig Account, 



831 

513 

502 



1847 



The above sum of £1314, 10s. 3d. is therefore the free fund for 
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division, or to be held as a sinking Fund to meet future contingencies, 
and the Balance Sheet of the "Joint Concerns " would be exhibited 
as follows : — 



FINAL BALANCE SHEET. 



Sundries iot Newspa- 








Gapitd, - - £ 


2000 


// 




pers, * - f 


715 


4 


3 


Profit for Piviaon, or 








Do. for Advertising, - 


413 


10 


ff 


to form a Sinking 








Do. for Printing, 


321 


9 


7 


Fund, - 


1314 


10 


3 


Stock and Materials, - 


750 


ff 


It 










Bank Account, - 


1100 


If 


ft 










Cash in hand, - 


14 


6 


5 












3314 


10 


3 


£ 


3314 


10 


3 



The above amounts are merely assumed to show the working of the 
system, and, of course, provision should be made for bad and doubtful 
Debts ; but this and any other legitimate charge affecting the Profits, 
would be carried to the debit of the Profit and Loss Account. 

From the foregoing system, Proprietors of these joint Establishments 
can see at a glance how each department is working, and under which 
head the greatest profit accrues or loss arises ; and although the Salaries 
and Office Expenses are charged against the gross profits, it is easy 
to calculate the proportion applicable to each department, and so 
ascertain the relative product. 

It is unnecessary to remark, that the above system of Book-keeping 
is equally well suited to either of the Establishments to which it has 
here been conjointly applied. 
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PKIVATE BOOK-KEEPING for INVESTOES or DEALERS in 
STOCKS AND SHARES. 

A WANT has long been felt by a certain class of Investors — namely, 
private individuals possessed of more or less capital, who have suffi- 
cient shrewdness and foresight to avail themselves of the opportunities 
presented by the money-market to turn their money to account, but 
are totally unacquainted with any system of Book-keeping by which 
they can keep an account of their transactions. To supply this want, 
the author has particularly directed his attention, but his difficulty has 
been to recommend such a system as from its simplicity could be ac- 
quired and understood by any one, however ignorant he may be of the 
recognised methods of Book-keeping — a plan which, without any 
elaboration of entries, would enable a man to record his transactions 
with his Broker, and tell at any time how his money was laid out, and 
the return or income which he would in all likelihood receive from it. 
Many men trust implicitly to their Brokers to buy and sell for them 
according to their judgment, leaving the accounting which must follow 
entirely in their hands, and paying or receiving a difference without 
having any correct idea as to how they stand ; but it is very evident 
that such a system must at the best be unsatisfactory to them, and a 
great additional labour and responsibility to the Broker ; whereas, if a 
simple system of Book-keeping could be acquired by which the In- 
vestor could at any time know how he stands without being obliged 
to have recourse to others, much care, trouble, and risk would be 
avoided. 

The " Speculator for the Account," or " Dabbler in Shares," is not 
the person here referred to, but the man possessed of money, ^^ho 
seeks the best investments, and who, when a fitting opportunity pre- 
sents itself for turning over his capital, or changing from one security 
to another, should know the length he ought to go, and the benefit his 
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income is likely to derive from the change contemplated. His Ledger 
should inform him as to this — it should show him what he paid for 
his Stocks, and at what price he can sell them without sustaining loss 
— it should also show him the income he enjoys, and whether the pro- 
posed sale and purchase will increase or lessen it. 

The method of Book-keeping, which would meet these requirements, 
is a very simple one. There are only two Books needed — a Cash 
Book and Ledger. 

(1.) Iij the Cash Book, every transaction must be entered of money 
received and paid away; and as Stock transactions will be 
mixed up with private expenditure for housekeeping, &c., due 
care should be taken that each entry is properly described 
under its Ledger name or Heading, Thus, if Caledonian Rail- 
way Stock is sold, commence the entry with " Caledonian 
Railway ; " if money is expended in housekeeping or wages, 
with " Private ; " if money is drawn from the Bank, with 
"Bank;" if Dividends or Interest are received, commence 
with " Dividend or Income Account and so on, as aU the§e 
accounts, thus headed, appear in the Ledger. 

(2.) The Ledger is devoted to separate Accounts — ^kept quite dis- 
tinct — and entries are carried to them from the Cash Book. 
It wiU show, on the one hand, the Capital of which the party 
is possessed, and on the other, the gtock, Shares, or Securities 
in which it is invested. It wiU also exhibit the " Bank," the 
" Income," and the " Private Expenditure " Accounts, so that 
when the Cash Book entries are properly transferred to these 
several accounts, they will tell their own history. 

From the annexed form of a CASH BOOK, the following par- 
ticulars may be gathered : — On the left hand page, is entered the 
money received — thus, The Balance on hand at 31st December 1872, 
£87, 7s. 6d., Dividends drawn, Cheques cashed at the Bank, and pro- 
ceeds of Stocks sold (see Highland Railway Shares and British Linen 
Co. Stock, on 3rd June and 6th July). On the right hand page is 
entered the money paid awa.y — thus. For housekeeping, &c.. Sums 
paid into Bank, and Stocks purchased (see Great Northern Railway, 
National Bank, Commercial Bank, &c.). Of course the difference be- 
tween the sums received and those paid away is the Balance on hand. 
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and in this instance it amounts to £14, Is. lOd., whicli is carried to 
the next year's account. 

From the annexed form of a LEDGER, it will be seen — That 
various accounts have been opened with distinctive titles or headings, 
and the Stocks and Shares, or other securities on hand, at commence- 
ment, are all entered. The entries in the Cash Book are then carried 
to these accounts — thus, by entering all the sums which appear on the 
left hand page of the Cash £ook, in the riglit hand columns of the 
Ledger accounts, and vice versa. This being done, the Cash Book is 
laid aside, and the Ledger is the record of every transaction. 

1^0 further explanation is thought necessary, but reference is made 
to the annexed Scheme of Books. 



Let us therefore assume, that a man has come into possession of a 
fortune. His first desire is to ascertain its amount, and of what it 
consists ; his next should be, to know how to keep a proper record of 
it. He proceeds to make out a List or Inventory of Funds belonging 
to him, and which he should do as follows : — 



INVBNTOBY OF INVESTMENTS, 

21st December 1872. 




Inyestment. 


Amount. 


Price. 


Value. 


Dividends due. 


1 
2 
3 
4 

5 

6 
7 
8 
9 
10 
11 


Caledonian Railway, 
Glasgow & So. West. Ry. 
Gt. Northern Railway, - 
Gt. "Western Railway, - 

Highland Railway, - 

Consols, 8 per cent. - 
British Linen Co. Stock, - 
Commercial Bank Stock, - 
National Bank Stock, 
Royal Bank — Deposit, - 
Royal Bank — Account, 

Cash in hancT, - 


£1000 Stock, 
1000 Stock, 
1500 Stock, 
1500 Stock, 
( Five shares ) 
\ (Nairn) / 
20,000 Stock, 
1000 Stock, 
1000 Stock, 
1000 Stock, 


£109i 
128} 
135 
126 

111 

91i 
283 
296i 
307 

£ 
£ 


£1092 
1282 
2025 
1890 

555 

18,850 
2830 
I 2965 
1 3070 
5000 
2940 


10 
10 

2 


6 


April — October. 
March— Sept. 
March — Sept. 
March— Sept. 

May— Novem. 

January— July. 
June — ^Decem. 
January — July. 
January — July. 
December — 
December — 


42,000 
87 


2 
7 


6 
6 


42,087 


10 





Thus, it will be seen, that he is worth in moveable or personal pro- 
perty, a sum of £42,087, 10s., valued at the market price of the day, 
which has been assumed as 31st December 1872, . 
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He then takes his Ledger, and from the above Inventory, opens 
eleven accounts^ and carries the sums there stated into the left hand 
columns (see Ledger annexed). Then he opens a " Capital Account " 
in his Ledger, and enters in the right hand column, £42,087, 10s., as 
the Capital belonging to him, so that the aggregate amount of the 
sums entered in the left hand columns, with the Balance of £87, 7s. 6d. 
in his Cash Book, agree in amount with the sum standing in the 
right hand column of his " Capital Account." 

The Cash Book is then given eflfect to, as already minutely described, 
This is the system which the author would recommend, and a set of 
Books is now submitted, as explanatory of the method. 



» t ♦ 



• u 
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CASH BOOKfbr Tear from 




























Ledg. 
Vol. 








1872, Dec. 


31 


To Balance of 


Cash in hand, - - - 




£87 


7 


6 


1873, Jan. 


6 


Dividends, - 


Consols - . - - 


11 


300 








It tt 





Do. 


Commercial Bank, 


11 


70 








u u 


25 


Do. 


National Bank, - 


11 


80 





M 


. Feb. 


28 


Eoyal Bank, - 


Cheque, No. 1, - 

G. & S. W. Railway, - 


12 


35 








H Mar. 


5 


Dividends, - 


11 


30 





// 


» H 


10 


Do. 


Gt. Northern Railway, - 


11 


45 








H ' y 


15 


Do. 


Gt. Western Railway, - 


11 


48 


15 





„ April 


15 


Do. 


Caledonian Railway, - 


11 


25 








» if 


16 


// Royal Bank, - 


Cheque, No. 2, - - 


12 


1924 


8 


M 


May 


15 


Do. 


Cheque, No. 3, - 
Highland Railway, 


12 


-50 





M 


N 





Dividends, - 


11 


12 


10 





June 


3 


xiigmana. xty. 


{ 3 Shares sold @ £109, ) 
1 less £1, 12s. commis. j 


D 


OJD 


7 


3 





15 


// Dividends, - 


British Linen Co. 


11 


65 








July 


6 


Do. 


Consols, - - - - 


11 


300 














Do. 


Commercial Bank, 


11 


70 












Jjriii. ijin. KjO, 


r £500 sold @ £264, less ) 
1 £6, 12s. commission, / 
National Bank, - - - 


'7 
f 


loio 


8 







24 


Dividends, - 


11 


80 





// 








Consols, 


r £10,000 sold 92i less) 
\ £12, 10s. comm. / 


o 





10 







30 


Royal Bank, - 


Cheque, No. 4, - 


12 


4387 


2 


6 








Do. 


Do.,- No. 5, - - - 


12 


35 








Aug. 


19 


"Ho 

±J\.l» 


G. & S. W. Railway, - 




TCI U 1 


17 


6 


Sep. 


1 


Dividends, - 


11 


30 





// 





2 


Do. 


Gt. Northern Railway, 


11 


90 







U 


5 


// Do. 


Gt. Western Railway, - 


11 


48 


15 





„ Oct. 


15 


Do. 


Caledonian Railway, 


11 


25 







. Nov. 


11 


Do. 


Highland Railway, 


11 


5 





n 


// * 





// Royal Bank, - 


Cheque, No. 7, - 


12 


1202 


1 


1 


u Dec. 


15 




Brit. Linen Co. - 


11 


32 


10 





// 




// Royal Bank, - 


Cheque, No. 8, - 

Int. on R. B. Dep. Receipt, - 


12 


890 


Q 
•7 







31 


Dividends, - 


11 


152 


10 


// 








Do. 


Do. on R. B. Acct.-current, - 


11 


21 


8 


4 










£ 


25,786 


19 


8 
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3l8t December 1872 to 3l8t December 1873. 


















Cr. 














Ledg. 


















FoL 








1873, Jan. 


1 


By Private, 


House in advance, 


1 A 

14 


£105 


11 


if 


n H 


9 




Do. - 


Crown Taxes, - - . 


1 A 

14 


50 


It 




It u 


28 


n 


Eoyal Bank, - 


Paid in, - - - - 


12 


450 


II 




n Feb. 


10 


H 


Do. - 


Do. - - - 




12 


50 


n 




n Mar. 


31 


u 


Do. - 


Do. . . . - 


12 


80 


n 




n April 


1 


H 


Private, 


House in advance. 


1 A 

14 


105 


II 










(Bought 1500 Stock @] 












16 





Gt. North. Ey. 


< £127, Comm., Stamps, > 


3 


1924 


8 










( and Fees, £10, 8s. - j 










If May 


15 


U 


Private, 


Servants' Wages, - 


1 A 


30 


u 







16 


H 


Do. - 


Feu-duty, - 




1 A 

14 


15 







u June 


3 


H 


Eoyal Bank, - 


Paid in, - - - - 


12 


325 


7 


3 


n July 


1 


H 


Private, 


House in advance, 


1 A 

14 


105 







K H 


6 


n 


Eoyal Bank, - 


Paid in, - - - - 


1 o 


1313 


8 




H H 


24 


v 


Do. - 


Do. . . - - 


12 


9237 


10 




U » 


30 






/ Bot. 1500 Stock,® £291, ) 
\ Comm. £21, 16s. 6d. / 


9 


4386 


16 


6 


U II 


3J 


H 


Eoyal Bank, - 


Paid in, - - - - 


12 


450 







H Au&f. 


19 


H 


Commer. Bk. 


/ Bot.1600 Stock,® £295, ) 
t Comm. £47, 17s. 6d. / 


8 


4767 


17 


6 


H Sept. 


2 


II 


Eoyal Bank, - 


Paid in, - - - - 


12 


90 









30 


H 


Do. - 


Do. - . . . 


12 


48 


11 


8 


H Oct. 


1 


M 


Private, 


Eouse in advance. 


1 A 

14 


105 






H Nov. 


11 


n 


Do. - 


Servants' Wages, 


14 


30 














(Bought 1000 Stock, ®" 












* H 


It 


h 


vTu. west. ±cy. 


\ £119, Comm., S., and 


\ 


4 


1202 


1 


1 








( Fee, £12, Is. 6d. 




















( Bought £500 Stock, @ 












u Dec. 


15 


It 


Caledon. Ey. 


I £104, Comm., S., and 




1 


525 


9 


6 








( Fee, £5, 9s. 6d. 




















( Paid Tradesmenfor Wine, ' 












K H 


31 


H 


Private, 


< Coals, Gas, & Sundries 




14 


355 





// 










1 to close of the year, - 












n H 


H 


U 


Eoyal Bank, - 


Paid in (Interest), 


12 


21 


8 


4 


n II 


H 


II 


Balance of 


Cash in hand, 




14 


1 


10 












£ 


26,786 


19 


8 
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PRIVATE LEDGE 


IR. 
















CALEDONIAN RAILWAY. 






(1.) 




1872, Dec. 

1873, Dec. 


31 
15 


To 1000 Stock, @ £109J - 
„ 500 Do. purchased at £104, 
TTj^ Com. £2, 12, Stamps 
and Fee, £2, 17fl. 64 


1 


£ 

1092 
525 


8, 

10 
9 


a. 
6 


£ 


8. 


a. 










1617 


19 


6 












GLASGOW ^ 8. V^ESTERN RAILWAY. 




(a.) 


1872, Dec. 


31 


To 1000 Stock, @ £128i - 


1 


1282 


10 














GREAT NORTHERN RAILWAY. 






(3.) 


1872, Dec. 

1873, April 


31 
16 


• 

To 1500 Stock, @ £135 
« 1500 Do. purchased at £127, 

oAAA Com. £9, lOs. 6d. Sts. 

^^^^ and Fee, £9, 17s. 6d. 


1 


2025 
1924 


8 




















3949 


8 















GREAT WESTERN RAILWAY. 






(4.) 


1872, Dec. 

1873, Nov. 


31 
11 


To 1500 Stock, @ £126, 

M 1000 Do. purchased at £119, 
OKAA Com. £519, Stamps & 
2^^^ Fee, £6, 28! 6d.. - 


1 


1890 
1202 


1 




1 
















3092 


1 


1 
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PRIVATE LEDai 


SR. 
















HIGHLAND RAILWAY. 






(6.) 










£ 


8, 


d. 


£ 


8. 


d. 


1872, Dec. 


31 


To 5 Snares !Naim pref. 5 per cent., 




















@£111,- 




655 














1873, June 


3 


By 3 Do. sold at £109, com. £1, 




















— 128. 9d. - 


1 











325 


7 


3 


u Dec. 


31 


2 

By Balance, - 













229 


12 


9 
















555 





' 









To 2 Shares brought down, costing 




229 


12 


9 












CONSOLS. 










(6.) 


1872, Dec. 


31 


To 20,000 Consols 3 per cent., @ 


















91f . . - 




18,350 


// 











1873, July 


24 


By 10,000 Do. sold at 92^, less 


















' comm. £12, 10s. 


1 











9237 


10 









10,000 
















IT Dec. 


31 


By Balance, - - 













9112 


10 



















18,350 













To 10,dOO brought down, costing - 




9112 


10 















BRITISH LINEN CO. BANK STOCK. 




(7.) 


1872, Dec. 


31 


To 1000 Stock, @ £283, 




2830 














1873, July 


6 


By 500 Do. sold at £264, less 


















comm. £6, 12s. 


1 





n 





1313 


8 





Dec. 


31 


By Balance, - 













1516 


12 



















2830 














To 600 brought down, costing 




1616 


12 
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PRIVATE LEDGER. 


COMMERCIAL BANK STOCK. (3.) 


1872, Dec. 

1873, Aug. 


31 
19 


To 1000 Stock, @ £296i, - 
« 1600 Do., bought at £296, Com, 
TZT: £23, 128., S. and F. 

£24, 58,64 - . 


1 


£ 

2965 
4767 


8. 
» 

17 


d, 
6 


£ 






7732 


17 


6 


NATIONAL BANK STOCK. (9.) 


1872, Dec. 

1873, July 


31 
30 


To 1000 Stock, @ £307, 
» 1500 Do., bought at £291, Com. 
S ^21, 168. 6d.- 


1 


3070 
4386 


16 


H 

6 








7456 


16 


6 


ROYAL BANK DEPOSIT RECEIPTS (iq.) 


1872, Dec. 


31 


To Interest Eeceipt, No. 7220, 


1 


5000 


It 
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PRIVATE LEDGER. 








DIVIDEND or INCOME ACCOUNT. 






(11.) 












C. B. 
























Fol. 














lo< O 












£ 


8. 


J 

a 








Jan. 


6 


By Div.- 


—Consols, - - , 


\ 










300 


n 







tt 




Do. 


Commercial Bank, • - 


\ 










70 









25 


II 


Do. 


National Bank, 


\ 










80 







Mar. 


6 


It 


Do. 


Glasgow & S. West. Ry. 


\ 










30 






// 


10 


It 


Do. 


Great Northern Railway, 


1 


ti 


n 





45 







N 


15 


It 


Do. 


Great Western Railway, 




II 


// 





48 


15 




April 


15 


tt 


Do. 


Caledonian Railway, 


1 


It 


// 





25 








May- 


11 


It 


Do. 


Highland Railway, 




u 








12 


10 





June 


15 


It 


Do. 


British linen Co. - 


j 


n 


// 





65 








.Tnlir 


u 


II 


Do. 


Consols. - 




It 


// 





Ov/v 








u 


// 


II 


Do. 


Commercial Bank, - 




II 


// 





70 








It 


24 


H 


Do. 


National Bank, 




n 


// 





80 








Sept. 


1 





Do. 


Glasgow & S. West. Ry. 




H 


It 





30 








H 


2 





Do. 


Great Northern Railway, 




tt 





a 


90 








11 


6 





Do. 


Great Western Railway, - 













48 


15 





Oct. 


15 





Do. 


Caledonian Railway, 




It 








25 








Nov. 


11 


tt 


Do. 


Highland Railway, 




n 








5 








Dec. 


15 


It 


Do. 


British Linen Co. - 




n 








32 


10 





If 


31 


tt 


Interest on Royal Bank Deposit 
























Receipt, No. 7220, 




u 








152 


10 





II 


// 





Do. on Account-current, 













21 


8 


4 




















» 


1531 


8 


4 
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ROYAL BANK CURRENT ACCOUNT. 




(13.) 








C. B. 
FoL 














1872 








£ 


8, 




S, 


s. 


d. 


Dec. 


31 


To Balance at this date, 




2940 


) 2 


6 








1873 




















Jan. 
Feb. 

Mar. 
Apri] 
May- 
June 
July 

H 

M 
It 

n 

Aug. 
Sept. 

H 

Nov. 
Dec. 

n 

H 


28 
10 
28 
31 
16 
15 
3 
6 
24 
30 
It 

31 
19 
2 
30 
11 
15 
31 

K 


II Paid in, 

* Do. - - - 
By Cheque No. 1, 

To paid in, 

By Cheque No. 2, - - - 
u Cheque, No. 3, - - - 

To paid in, 

u Do. 

/.Do. 

By Cheque No. 4, - - - 
/r Do. No. 5, - - * - 

To paid in, 

By Cheque No. 6, - - - 

To paid in, 

/.Do. 

By Cheque No. 7, - - - 
Do. . No. 8, - . - 
To Interest paid in, - - - 
By Balance in Bank, 


} 

j 


450 
50 

n 

80 

It 

325 
lolo 
9237 

450 

' 90 
48 

H 
It 

21 


It 
t, 
tf 
It 

n 

H 

7 
8 
10 

u 

a 

H 

It 

H 

11 

IT 
II 

8 

K 


II 

n 
II 
II 
II 
n 

3 

H 

n 

II 
II 
n 

n 

8 

It 

n 

4 

// 


35 

1924 
50 

4387 
35 

4767 

1202 
890 

1714 


8 

H 

2 
17 

1 

9 

9 


IT 

It 
» 

6 

n 

6 

1 
6 

2 










15,006 


7 


9 


16,006 


7 


9 


II 


H 


To Balance in Bank brought down. 


H 


1714 


9 


2 
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PRIVATE LEDGE 


SR. 
















CAPITAL ACCOUNT, 








(13J 


1872 
Dec. 


31 


By amount of Capital, - 






8, 

II 


(I 
II 


42,087 


«. 

10 


a. 

II 






PRIVATE EXPENDITURE ACCOUNT. 




(14.) 


1873 
Jan. 


1 


To House Expenditure in advance, 




105 


II 


U 








» 


9 


H Taxes, 




50 


H 


n 








April 


1 


// House Expenditure, 




105 




H 








May 


15 


n Servants* Wages, 




30 


n 


n 








// 


16 


// Feu-duty, - - - . 




15 


u 


II 








July 


1 


1, House Expenditure, 




105 


M 










Oct. 


1 


Do. - - - 




105 


H 


II 








Nov. 


11 


» Servants* Wages, 




30 


u 


II 








Dec. 


31 


// House, Wine, and Tradesmen's 
Accounts to end of year. 




355 


n 


II 
















900 


H 


n 
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If the reader has thoroughly examined the foregoing set of Books, 
he will have observed that every transaction of the year has been car- 
ried either to the debit or to the credit of accounts in the Ledger. 
The next thing to be done is to see if the Ledger is correct, and this 
is ascertained by taking down the Balances into what is called a 
Balance Sheet — thus, 



Dr. BALANCE 


SHEET. 


Or. 




£ 


8, 


d. 




£ 


8, 


d. 


Caledonian Railway, 


1617 


19 


6 


Capital, 


42,087 


10 




G. & S. W. Ey. Co. 


1282 


10 


» 


Dividends, - 


1531 


8 


\ 


Gt. Northern Ry. - 


3949 


8 












Gt. Western Ey. - 


3092 


1 


1 










Highland Railway, - 


229 


12 


9 










Consols, - 


9112 


10 


// 










Brit. L. Co. Stock, - 


1516 


12 


// 










Com. Bank Stock, - 


7732 


17 


6 










Xat. Bank Stock, - 


7456 


16 


6 










Royal Bank — Dep. - 


5000 


» 


H 










Do. — Curt.-acct. 


1714 


9 


2 










Cash in hand, - 


14 


1 


10 










Private Expenditure, 


900 


ir 


II 












43,618 


18 


4 




43,618 


18 


4 





The summations are here found to agree, and the correctness of the 
Books is thus tested ; but the practical effect of the system is — that to 
the original Capital of £42,087, 10s., a sum of £631, 8s. 4d. has been 
added during the year — thus, 

Dividends received, as above, £1531 8 4 
Deduct Expenditure, do., 900 // „ 



£631 8 4 



In other words, assuming that the Investments are held as exactly 
worth what they stand at in the Ledger, the Capital has been increased 
by the Income not having been exhausted. The more correct plan^ 
however, is to value them at the prices of the day — ^thus, 
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By the preceding page, the correctness of the Books is at once 
proved — thus, 



The Capital at the commencement of the year, was 



The Dividends and Int., or Income, re- 
ceived during the year, amounted to 
Deduct the Expenditure, 



Add the estimated Pro- 
fit on Shares, - 
Less estimated Loss, - 



£639 
396 



Add, 



£1531 
900 



631 



243 



Estimated value of Capital at 31st 
Dec. 1873, as already shown, 



£42,087 



874 



£42,962 



10 



11 



It is thus apparent that nothing can be more simple than this 
method of Book-keeping — there is no trouble in balancing. Should 
it not be thought necessary to value the securities held at the close of 
the year, but merely to balance the Ledger in order to prove its cor- 
rectness, the amount of Expenditure must be deducted from the Divi- 
dends or Income, and the difference added to the Capital as an excess 
on the year ; or, as it might happen, that the Expenditure exceeded 
the Income, the reverse operation would have to be carried through, 
and the excess of Expenditure deducted from the Capital as so much 
loss on the year. In either event the two sides of the Ledger would 
correspond. 



Although it has been stated that the forms of accounts, now sub- 
mitted, are not intended for " Speculators for the Account," they are 
equally adapted for them as for Investors, the Entries being the same. 

For example,— we wiU suppose that a Speculator for the rise, as it 
is called, or in Stock Exchange parlance, " a buU," buys £10,000 
Caledonian Stock, at £100, on the first of the month, for settlement 
on the " Account-day," middle of the month, without having the 
money to pay for it. 

Two days before the " Settling-day," or what is called the " making- 
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up or carrying-over day," he instructs his Broker to lend — that is 
continue, or carry over, the Stock till the end of the month. The 
Broker does this, hy selling the Stock for cash on the Account or 
Settling-day just approaching, and huys it hack for the settlement on 
the Account-day at the end of the month ; paying, probably, a quarter 
per cent, more than what the Stock sold for. This is called paying a 
" Contango," which is, in reahty, interest for getting the payment of 
his Stock deferred a fortnight. If the Stock, on the carrying-over 
day, is lower than it was at the date the original purchase was made, , 
the Speculator pays the difference. Suppose the price to he 99 in 
the case under consideration, the difference would he £100 in addition 
to the commission of £50 or J per cent. 

The Debit and Credit entries in the books are here the same as if 
the Speculator had paid for the Stock. 

Let us follow the transaction on to the end of the month, — 



The Stock now stands the Speculator, - 


£10,000 




H 


Also Commission, - . - 


£50 


ft 


H 








Do. for carrying over, say. 


12 


10 


It 








" Contango," 


25 




M 
















87 


10 


It 










£10,087 


10 


M 


At the end of the month, we will suppose that the 






price has advanced to £103, and that 


the 








Broker is instructed to dose it — that is, sell it, 








which he does at 103, producing. 








10,300 


H 




Leaving a profit of 


£212 


10 





Supposing, on the other hand, the price has fallen to £97, the 
Stock is either again carried over, and a further difference, or " Con- 
tango," paid, or it is sold out and out, or closed, leaving a loss of 
£387, 10s. 

Sometimes Stocks are very scarce for delivery, and the Buyer, in- 
stead of having to pay a " Contango " for having his Stock carried 
over or continued, is allowed a consideration by the Seller for not in- 
sisting on delivery of the Stock ; such consideration being, what is 
called in Stock Exchange language, a " Back," or " Backwardation." 
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Let us now reverse the transaction, and suppose the Speculator sells 
£10,000 Stock, instead of buying it. 

When the settling-day comes round, he instructs liis Broker to buy 
or borrow the Stock, and if there is a " Contango " going, he receives 
it j or if the Stock be scarce, and a " Backwardation " demanded, he 
must pay it, until he closes the Stock. 

The settling-days in the Stock Exchange, are at the middle and end 
of each month ; the carrying-K)ver day, two days ; and the name day 
(being the day for issuing buyers' names), one day before the settling- 
day. 

With the kind permission of the Edinburgh Stock Exchange, the 
author now appends the Scale of Commissions usually charged by its 
members, together with certain regulations on the subject : — 



" The Kates of Brokerage or Commission payable, in all cases, by 
both Buyer and Seller, shaU not be less than the following : — 

On Stock and Sliares. 

Under £2 3d. per £100 Stock or per Share. 

£2 and under 5 6d. do. 

5 do. 10 Is. Od. do. 

10 do. 15 Is. 6d. do. 

15 and upwards, \ per cent, on the price. 



" It being understood that the charge on no transaction, however 
small, shall be less than Five Shillings to each party. 

" And farther (Ist), When Stocks or Shares, not fully paid up, but 
on which Calls may be prepaid, are purchased with the view of being 
fully paid up, and the purchasing Broker takes charge of pre-paying 
the Calls, he shall be entitled to charge Brokerage at tbe same rate as 
if the Stock or Shares bad been paid in full at time of purchase ; 
(2nd), Members buying and selling, or selling and buying, the same 
Stock or Shares, for the same party, during the currency of an Ac- 
count, may, in their option, charge only one Brokerage for buying and 
selling, or selling and buying; and when a Constituent sells any 
Stock or Shares with the view of investing in other Stock or Shares, 
or vice versa, and the order is given for the transactions of selling and 
buying, or buying and selling, during the currency of the same Ac- 
count, Members may, in such cases, if they see proper, charge only 
one Brokerage ; (3rd), Members carrying over Stock or Shares may 
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charge their Constituents, for each time that the Stock or Shares are 
carried over, one-half of the fixed rate of Brokerage for buying or 
selling same ; and these charges for carrying over may cover the re- 
purchase or re-sale, as the case may be, when done in this market." 

" In all cases, unless otherwise agreed upon, the expense of Transfer 
and Kecording Fees shall be paid by the buyer, who shall be entitled 
to fix the consideration money for Transfers at any price quoted, 
during the Account in which the transactions took place, in the official 
List of any Stock Exchange in the United Kingdom." 

" The dealings in Shares shall be ex-dividend from the beginning 
of the Account following that in which the dividend may have been 
declared ; and in Shares bearing interest, such interest falling due in 
the middle or end of a month shall be deducted in all transactions of 
the Account immediately following." 
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SECTION VI. 



CHARITABLE OR PUBLIC INSTITUTIONS. 

The object in writing this Section, is not so much to suggest to long 
established Charities or Societies, any change on their systems of 
Book-keeping, and to which their officials may have become accus- 
tomed, as to offer to younger Institutions a simple and well-tested 
method of presenting a state of their financial position or progress to 
those interested in their welfare. When this can be effected without 
additional labour, and with an actual saving of time, perhaps it may 
be worth the while of Cashiers and others to consider the subject, and 
see if the system now suggested could be adopted beneficially in the 
Institutions they may represent. 

The scheme of Book-keeping, which is described and recommended 
in this Section, was expressly framed by the author for the Royal 
Hospital for Sick Children in Edinburgh, and its satisfactory working 
is certified by the following letter from Mr John Henry, S.S.C., the 
highly esteemed and efficient Secretary of that invaluable charity : — 

Edinburoh, 20 St Andrew Square, 
2m April 1874. 

" I have great pleasure in stating that the system of monthly 
balances introduced by you into the Sick Children's Hospi^l, when 
you were a director and auditor, has continued in use over since ; i.e., 
for the last ten years, and has been entirely approved of, as it gives a 
very clear and condensed view of each month's financial transactions. 
I ought to add that, following the system detailed in your valuable 
work, my firm have carried out the practice of monthly balances, which 
is a very great satisfaction. Under your system, it can be very easily 
accomplished." 

The advantages of this system are manifest, even on a cursory in- 
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spection — first, in its simplicity ; and, secondly, its completeness ; 
while the great desideratum which was aimed at has been attained. 
It shows at the end of each month, the receipts and expenditure pro- 
per to that month, under classified heads, and, in addition, the gross 
or accumulated amounts of these from the commencement of the 
financial year. 

These Cash entries having been branched out under certain heads, 
the directors can, at any time, ascertain from whence their income 
springs, and in what manner it has been expended, from the com- 
mencement of the year down to the most recent date. 

At the close of the year, the ordinary Monthly Sheet exhiUtSy 
without the labour attendant on a balancing of Ledgers or other booJcs, 
a lucid statement of every sum received on account of the Charity, and 
of every farthing that has been expended in furthering its objects. 

It is unnecessary to remark, that this plan can only be adapted to 
such Societies or Institutions as are purely alimentary, and not con- 
nected with industrial occupations, or where any manufacturing ope- 
rations are carried on ; where goods, materials, and outstanding debts, 
involve accounts which would require altogether a different system of 
Books. The class of Charities to which this method entirely applies, 
is that where cash alone has to be dealt with ; and if the ready money 
principle is followed, and no outstanding accounts permitted, the re- 
sult or state of that Society's finances must be exhibited monthly in 
the Abstract Sheet, which, it will be seen embraces a statement of the 
Bank Account as well as of tlie Cash Balance in hand. 

In this scheme there is only one book required — namely, a " CASH 
BOOK." At the end of the month the book is abstracted, and the 
results entered in the columns provided for that purpose in the 
"Monthly Abstract Sheet." These sums being added to the 
balances brought forward from the preceding month, which are in an 
inner column, are carried into an outer column, which thereupon ex- 
hibits the accumulation of the receipts or expenditure, under their 
proper headings, from the commencement of the financial year. 

This system, from its simplicity, possesses the peculiar advantage of 
being easily acquired by those who do not profess to be Accountants 
or Book-keepers ; hence its suitability for Charitable Institutions, in 
which the offices are often honorary, and held by parties who cannot 
be expected to possess these qualifications. 

Y 
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Dr. C A S H A B S T R A C T for January 1874. 



RECEIPTS. 

To Balance of Cash, Slat December 1873, 
„ Subscriptions, 
„ Donations, - . . - 
,, Board for Patients, 
„ Class Fees, - - - - 
„ Cash drawn from Union Bank, 



„ Donations for Building Fund, 



Per last 
Statement. 



Received 
this Month. 



_BANK ACCOUNT., 



Balance due Bank 

Add lodged in January 1874, 



Deduct drawn, as above. 

Due hp Bank, 



£ ... 



£663 
80 



£582 



101 



10 1 



19101 



Dr. 



CASH ABSTRACT for February 1874. 



RECEIPTS. 

To Balance of Cash, 31st December 1873, 
„ Subscriptions, - 
„ Donations, - - - - 
„ Board for Patients, - - 

„ Class Fees, 

„ Cash drawn from Union Bank, - 

„ Donations for Building Fund, 



Per last 
Statement. 



£309 



50 7 
7 



£774 



25.. 



£799 



16 



16 



16 



Received 
this Month. 



£195 
10 



59 



265 
33 8 

29815 



.BANK ACCOUNT. 



Balance due by Bank, Sl /dtl. 1874, 
Add lodged in Febrajkry, 


£582 
182 


19 

5 


loj 


Deduct drawn, as above, 


£765 
59 


4 


10 


Due by Bank, 


£706 


i 


1^1 



£109812 
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Contra. 



Or. 



PAYMENTS. 

By Provisions, 

„ Salaries, - - 

„ Wages, 

„ Medicines and Instruments, 

,, Commission paid Collector, - 

„ Rent, Feu-duty, Rates, and Taxes, 

„ Coals and Gras, - - - , - 

,, Advertising, Printing, and Incidents, 

,. Interest on Debt, - - 

„ Furnishings, - - - - 

„ Cash lodged in Union Bank, 

„ Payments against Building Fund, 



Per last 
Statement. 



Paid 
tUs Month. 



Totals. 



£35 

"l4 
11 



761 
12 

774 



„ Balance of Cash in Treasurer's hands, 



..Trea8urei\ 
..Auditor. 



25 



£79916 



Contra. 



PAYMENTS. 

By Provisions, 

„ Salaries, 

„ Wages, 

,, Medicines and Instruments, 
„ Commission paid Collector, - 
„ Rent, Feu-duty, Rates, and Taxes, 
,, Cosds and Gas, - - - - 
„ Advertising, Printing, and Incidents, 
„ Interest on Debt, - - - - 
„ Furnishings, - - - - 
„ Cash lodged in Union Bank, 

„ Payments against Building Fund. 



Per last 
Statement. 



£3612 



663 



£761 
12 



£774 



31511 



10 



Paid 
this Month. 



13 

8 
11 
7 

8 

"* 2 
182 



270 



270 



13 8 

ib 



19 



19 



10 



10 



„• Balance of Cash in Treasurer's hands, 



.Trea»u7'er. 
..Auditor, 



Cr. 



Totals. 



72 

"27 
11 
8 
11 
14 
18 
17 
6 
845 



1032 
12 



1045 
53 
£1098 



no 



12. 
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There are other Institutions, however, which combine an industrial 
principle with the charitable element — that is, the objects of the 
Charity are expected to apply themselves to some manual or mechanical 
employment for which they are paid regular wages, the Institution de- 
riving the benefit, if any, which may arise from the sale of goods so 
manufactured. For instance — the Deaf and Dumb Institution, and 
the Royal Blind Asylum, in Edinburgh. In the former the lads can 
acquire a knowledge of printing, &c. ; whilst in the latter, which is 
l^rofessedly an industrial establishment, the inmates, although blind, 
are taught to weave, to make baskets, bedding, brushes, mats and 
matting, and a variety of other articles. A large number of blind 
men, women, and boys are constantly employed, and the work turned 
out is very considerable, as will be seen from the Abstracts of Accounts 
of which a form is annexed. 

It can be understood, that there are necessarily many drawbacks, 
which render it impossible to support such an Institution as this with- 
out appealing to the public for support in the shape of subscriptions 
or donations, hence the necessity of having a particular and thoroughly 
well organised system of Accounts and Books, so as to define and 
separate the charitable and mercantile elements, showing the proper 
working of each branch of manufacture, and exhibiting, by analysis, 
the profit or loss upon each department. 

In so limited a work as this, it is impossible to give a complete 
form of the set of books in use, but the system which admits of the 
following Abstracts, being obtained with facility, must be considered 
as nearly perfect as possible, and well worthy of imitation and 
adoption. 

The Book-keeping, which is on what is called the " mixed method," 
although heavy from the immense number of small as well as large 
transactions, is by no means difficult. Its peculiarity consists in the 
arrangement of its Ledger. The trade is large and widely spread, and 
the multiplicity of open accounts, which are unavoidable, rendered it 
necessary to introduce a "Ledger Balance Book." This Book is 
invaluable, forming a most perfect check upon customer's accounts and 
outstanding debts. The other books scarcely difier from those in other 
large concerns, so that a description of them is unnecessary. 

There may be said to be three departments under the management 
of the Directors of the Royal Blind Asylum, Edinburgh — (1), The 
charitable ; (2), The manufacturing ; and (3), The department ap- 
propriated to the female blind. These classifications are preserved in 
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all the financial and other arrangements, and the Annual Accounts are 
framed on the same principle. 

To these reference is now made, and the printed statements for the 
year 1878 are given as specimens of the system which works admirably. 



No. I. 

ABSTRACT OF ACCOUNTS connected with the Charity Depart- 
ment, showing Amoxmt of Subscriptions, Legacies, &c., received, 
and the General Charges affecting the same. 

For the Tear ending ZOth September 1873. 



I. ElOBIPTS DURING THE YeAR. 

1. Subscriptions — 

In Edinburgh and County, 
In the Provinces, 



503 
816 



2. Cash found in the Charity Boxes, 



3. Legacies and Donations — 

Miss Mair, 

Miss Wood, Leith, less £200 duty, - 
Miss Muir, less lis. expenses, 

Mr J. Court, George Sq., less £10 duty. 
Miss Hamilton's Estate (residue), 
Mrs Smith, Coldstream, - 
Very Rev. Dean Ramsay, less £6, 15s. 

duty, &c. - - - • - 
Janet Fisher, per Mr Thos. Stevenson, 
Dr. Renton, Dalkeith, less £103, 6s, Id. 

duty, &c. 

Mr J. Faichney, Ancrum,less£10, 12s. 

duty and expenses, . - . 
Miss Bowie, Bathgate, less £2, 10s. - 
Mr John Croall, Middlefield, 



Special Donations towards building of New 
Asylum for Blind Females — 
From Trustees of late Mrs Baillie, Lyne- 



doch Place (2nd donation), £||500| 
From lifoi Finlay, - - - 1| 10|lO 



Annuity from Mr Finnic of Swanston, 

Carry over. 



510 
8 



£25 


It 


n 


1800 


» 


ti ' 


19 


9 


H 1 


90 




M 


758 


19 


11 


5 




"! 


49 


6 


" 1 


10 


u 


. 1 


896 


13 


ii; 

1 


89 


8 


// 


17 


10 




100 


// 




3861 


5 


10 



10: 



1319 
4 



1323 



19 



4380 



5704 



12 



12 
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4. Interest received — 
On Deposit Receipts, 
On £991 Edinburgh City Bonds, 
On Dr Renton's Legacy, 



Less Charged on Union Bank Account, 

6. Rents and Feu-duties received and due, - 
Less do. and Taxes paid, - - - 





232 


10 


10 


38 


8 


1 


19 


18 


8 


290 


17 


7 


191 


15 


10 


391 


19 


7 


94 


16 


3 



6. Old Stores sold. 



Amount of Receipts^ 
II. Expenditure affecting the above — 

1. New Buildings, - - - - £ 

2. Paid for Clothing, 

3. Salaries not chargeable to Trade — 

Treasurers and Secretaries, - 
Chaplain and Teacher, 
Medical Officer, 
Teacher of Organ and Piano, 
Teacher of Singing, - 
Teacher of Instrum. Music, 
Leader of Psal'*^' for 18 mths. 



£75 


If 


II 


49 


3 


4 


25 


// 


H 


20 


2 




6 


6 


n 


12 


// 


II 


3 


It 


II 



4. Expenses collecting Subscyiptions in Town 

and Country, Advertising and Printing, 

5. Printing Annual Report, 

6. Alterations on Property, and Repairs, 

7. Fire Insur. and Miscellaneous payments, 

8. Allowances, &c., to Blind Men — 

Sick Allowances, - £ 
Gratuities and Allowances 

to augment Wages, 
Holidays, - 

Cost of Christmas Festival, 
Reading to Blind, & Books, 
Annuity to J. Anderson, - 
Allowance to T. Manderson, 



207 


15 


6 


975 


10 




217 


18 


5 


32 


H 


8 


13 


4 


9 


14 


17 


N 


13 




It 



Amount of Exprnditure^ 



637 


7 




1 Q 


190 


11 


250 


1 


60 


// 


212 


// 


75 


11 


1474 


6 



5704 



12 



99 
297 



3 
14 



6101 



11 



11 



Balance on Chabity Account, 
carried to Abstract No. IV. £ 



3233 



18 



2867 



13 
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No. II. 

ABSTRACT OF ACCOUNTS connected with the Manufacturing 

Department, 
Fat* Year ending SOth September 1873. 



I. Sales during the Year. 
1. Cash Sales— 
At the Asylum, 
At the Branch Shop, 



2. Credit Sales, 



Total Sales, £ 

3. Manufactured Goods and Materials on hand at 30th 
September 1873, less Goods not paid for, per 
Credit Ledger, £3364, 6s. 5d. - 



11. Payments, &c., during the Year. 



Wages, £3010, 16s. 5d.; Messengers, 
£403, Is. lid. - - - £ 

Expense of Washing covers, 

Materials, &c., supplied. 

Salaries to Manager, Clerks, Shop- 
keepers, Traveller, &c. 

Coals, Gas, and Machinery expenses, - 

Stationery, Printing, and Books, 

Kents, Taxes, and Insurance, 

Carriage and Charges on Goods, and 
Incidents, 

Advertising Goods, <fec. 

Discounts allowed, . - - - 

Bad Debts written off, . _ - 

Female Asylum for Sewing covers, 

Manufactured Goods and Materials 
on hand, 30th September 1872, less 
£2821, Is. due, per Credit Ledger, - 



3413 


18 


4 


113 


17 


3 


9753 


13 


6 


689 


18 


» 


195 


4 


10 


111 


4 


5 


157 


1 


1 


440 


» 


» 


325 


19 


5 


92 


19 


10 


86 


5 


7 


187 


5 


/t 


4366 




1 



Nett Profit on Manufacture, 
carried to Abstract No. IV., £ 



5,098 


11 


9 


693 


12 


11 


5,792 


4 


8 


10,191 


18 


6 


15,984 


3 


2 



4,161 



20,145 



19,932 



213 



11 
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STATE OF THE FEMALE ASYLUM ACCOUNTS, 






For Tear ending ^Oth September 1873. 










1 

\ Manufactured Goods & Materials on hand, 30th Sept. 1872, 


£5 


18 


11 












45 


n 




Wages paid to Outworkers, 










15 


15 


6 


Do. to Domestic Servants, - 










19 


10 


u 


Household Expenses — 
















Baker, 




£79 


11 


11 








Butcher. 


* 


76 


11 


9 








Grocer, 




32 


4 


9 








Victualler, ----- 






1 1 
1 1 


M 








Milk, 




19 


3 


8 








lea, - 




12 


Q 


6 








Butter, 




31 


6 


4 








Meal, 




8 


9 


10 


















270 


6 


6 


Clothing Account, 












4 


1 


Coals, £16, 10s. 8d. ; Gas, £3, Us. 2d. - 








- 


19 


4 


10 


Washing Clothes and Blankets, 










27 


14 


9 


Allowance to encourage Industry, 










41 


7 


9 


Furnishings, 










m 


16 


7 


Gratuities to Inmates, - - - - 










4 


13 


K 


Country Allowance, . - - - 










4 


10 


m 


Materials for Manufacture, 










4 


* 


8 


Additional Sick Expenses, 










12 


10 


n 


Annuity to Eliza Smith, 










8 


u 


It 












8 


H 


» 




Sum, - 






556 


12 


7 


Deduct — 
































Work done for Male Asylum, 


£ 


187 


5 


// 








Cash for Work sold, - - . . 




11 


11 


4 








Board of Inmates received, 




125 




10 








Stock of Goods on hand, 30th September 1873, 


7 


7 


K 








Deduct f 










331 


4 


2 


Total (jhargb j^bmalb asylum, 








carried to Abstract No. IV. 


£ 


225 


8 


5 
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No. IV. 

GENERAL ABSTRACT of the foregoing ACCOUNTS. 



The Balance in favour of the Asylum at 30 Sept. '72, was 
Thus— 

Accounts due to the Asylum, 
Goods and Stores on hand, - 
Kents and Feus outstanding, 
Board of Inmates outstanding, 
Balance of Cash in Manager's hands. 
Union Bank Deposit-receipts, 



Less due to Union Bank, 
Accounts due hy Asylum, 



£3367 


6 


6 


2821 


1 


// 



Balance, as ahove, 

Add at 30th Septemher 1873— 

Balance on Charity Account, see No. I. 
Profit on Manufacture, see Acct., No. II. 



Less Balance against Female Asylum, 
see Account, No. III. 

Add, 



£4,172 


18 


5 


7.192 


n 




28 


7 




44 


7 




42 


2 


5 


2,252 


15 


11 


13,732 


10 


9 


6,188 


7 


6 


£7,544 


3 


3 



£2,867 


13 


9 


213 


4 


3 


3,080 


18 


tt 


225 


8 


5 



Balance, 30th Sept., 1873, £ 

Thus— 

Accounts due to the Asylum, 
Goods and Stores on hand, - 
Rents and Feus outstanding. 
Board of Inmates outstanding, 
Balance of Cash in Manager's hands. 
Union Bank Deposit-receipts, 



Less due to Union Bank, 
Accounts due by Asylum, 



£3441 


5 


3364 


6 



Balance, as above. 



£4,360 
7,533 
49 
40 
38 
5,183 



17,205 



6,805 



12 



£7,544 



2,855 



10,399 



10,399 



12 



12 



10 



10 



F. k F. W. carter, C.A., Trtaturers and Secretaries. 

Edinburgh, 24(fe December 1873.— 1 hereby certify that I have examined the books of the 
Royal Blind Asylum for the year ending SOth September last, of which the foregoing are Ab- 
stracts, and find them correctly kept and sufficiently vouched 

• ' JOHN M. BAILLIE, C.A., Auditor. 
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SECTION I. 



ON ENGLISH AND SCOTCH BANKING. 

The narrow limits of this work will not admit of any lengthened 
Treatise on the important subject of Banking, — a subject which has so 
often supplied materials for volumes, developing talents of the highest 
order, and demonstrating views most creditable to the writers, and of 
the greatest utility to the public at large. But a book of this descrip- 
tion would be incomplete, were not some attempt made to show the 
constitution of Banking Establishments in England and Scotland ; 
and to explain the machinery by which they are worked. 

To Bankers by profession, and to those accustomed to Discount 
Ledgers, and the Telling Table, we would recommend such works as 
have proceeded from the pens of Adam Smith, Thornton, Tooke, Sir 
H. Pamell, J. W. Gilbart, Eicardo, Lord Overstone (Samuel Jones 
Lloyd), J. Horsley Palmer, William Clay, and Torrens, authorities 
that must ever be studied with unabating interest. It is not to this 
class that the following remarks are offered, but to the uninitiated in 
the mystery of Bank Debits and Credits, and to those who draw a 
dividend from Bank stocks, without having the slightest conception of 
the manner in which such dividends or return upon their capital have 
accrued. 

Mr W. H. Logan, formerly of the National Bank of Scotland, in his 
clever little book, " The Scottish Banker," explains with great care 
the constitution and working of Banks under the Scotch system. That 
such a system, with its cheap circulating medium, is best suited to the 
requirements of Scotland, cannot be doubted ; and that its principles, 
of late years adopted to a certain extent by sundry joint stock banks 
in London, are working admirably, is also undeniable. In Scotland, 



Digitized by 



180 



APPENDIX. 



the decided preference for a paper currency has been long established, 
as was proved in the year 1844 when great anxiety, and in many 
cases positive alarm were felt by the Banking community in an- 
ticipation of Sir Eobert Peel's measure for " the better regulation of 
Scotch and Irish Banks," in which some radical change in the existing 
system was fully expected. Many must remember the agitation 
which prevailed at that time, and the unanimity of public opinions, as 
expressed at meetings throughout the country. The bold front then 
displayed, not only by men of the highest rank, but by representatives 
of every class where commercial acumen predominated, convinced that 
eminent statesman, although tardily, it must be admitted, of the im- 
politic course he was bent upon pursuing, so that the Bill eventually 
introduced to the House was weeded of its most obnoxious clauses, and 
passed into the Act which is now in force. 

But to return to the Objects and Principles of Banking, The Ob- 
jects in both countries are identical, — the principles differ materially. 
The OBJECTS, are — First, To accommodate the public with the means 
of temporarily depositing monies not actually required in trade or 
otherwise, in large or small sums at interest ; or, as in the case of 
private Banks, affording a safe place of deposit for c€ish not bearing 
interest. Secondly, To facilitate remittances ; and, TJiirdly, To make 
loans, either by discounting Bills or granting Cash Credits. But 
these points will be more particularly dwelt upon under the head 
of Bank Profits. 

The Principles of Banking, as already stated, are not identical in 
England and Scotland. The dissimilarity will be better explained in 
dealing with the subject under its respective heads. 

I. Banking in England. 
English Banks are of three kinds. 

There is a Chartered Bank — viz., the Bank of England, which is 
invested with certain privileges of monopoly. There are Joint Stock 
Banks which may be divided into three classes. 

1. Those established on the principle of unlimited responsibility — 

where the shareholder is liable not only for the amount of the 
share, but for the whole debts of the company, whatever may 
be their amount. 

2. Those in which the liability is limited to twice the amount of the 

share — such' as the Colonial Chartered Banks. 

3. Those established in accordance with the provisions of the 
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Limited Liabilities Act (21 and 22 Vict. c. 91), where the 
liability is limited to the amount of the shares. 
And, lastiy, there are Private Banks. 

The Joint Stock and Private Banks again dilfer in some respects in 
their privileges and methods of transacting business, according as they 
are situated in London, in the provincial parts of England, in Scot- 
land, or in Ireland. 

The Bank of England, although of course ranking first among Bank- 
ing Establishments in England, is not the oldest in existence. Child's 
books go back to the year 1620, and refer to prior documents. Hoare's 
date from 1680 ; and Snow's from 1685. The Bank of England was 
a product of the fertile brain of William Paterson, the promoter of the 
Isthmus- of Darien scheme, and was founded on the 27th July 1694, 
in the reign of William III., as " a Bank of Issue, Deposit, and Loan.'' 
Its original capital was £1,200,000, aU lent to Grovemment at 8 per 
cent., while an additional sum of £iOOO per annum was paid for the 
management of the Public Debt ; thus making the income derived 
from Grovemment j£l 00,000 for the first year of the Bank's existence. 
The first Charter granted to the Bank was to continue in force for 
eleven years. It has been renewed on several occasions, as in 1708, 
1713, 1742, 1764, 1781, 1800, 1833, and 1844, when its privileges 
were continued by Act 7 and 8 Vict. cap. 32, until twelve month's 
notice after Ist August 1855 ; and, lastly, in 1861, when its privileges 
were continued for twenty-five years. Formerly, for paying the 
dividends on the National Debt and receiving and registering transfers 
of Stock from one public creditor to another, the Bank received 
j£562, 10s. per million. In 1786, this allowance was reduced'to £450 
per million. In 1808, it was further reduced to £340 on the first 
600 millions, and £300 on all beyond that amount. In 1861, the re- 
muneration was altered to £300 per million for the first 600 millions 
of debt, and £150 per million for all beyond that sum. 

On the issue of notes, there is an estimated nett profit of £307,000, 
of which the Bank pays to Government £180,000 instead of stamp 
duties, &c., leaving the Bank's share of profit on this head at about 
£127,000. In 1696, the Bank was involved in difficulties, and was 
obliged to suspend pajrment of its notes. Its Capital was then in- 
creased and considerable additions have been made to it from time to 
time on the occasion of the various renewals of its Charter, until it 
now amounts to £14,553,000, on which a dividend is paid. The real 
Capital of the proprietors, however, exceeds this sum by the amount 
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of undivided profits — called " the Best,^^ which was instituted in 1722, 
and which for a long time past has never been allowed to fall below 
three millions. The permanent Capital is transferable, like Govern- 
ment Stock, and its value fluctuates from public causes as well as 
from the value of money, and the supposed success or otherwise of the 
Company. It is exempted from taxes, accounted personal estate, as- 
signable by unstamped transfer, and not subject to forfeiture or liable 
to be taken in execution. The disposable capital, under the manage- 
ment of the directors, consists of the amount raised by the issue of 
notes, that held by deposit from Government and private parties, and 
the undivided profits. The sum of the whole is generally between 
thirty and forty millions — of which, part is vested in coin and bullion, 
but a larger part in securities producing interest, such as Exchequer 
Bills and Mercantile Acceptances. There is a large amount of the 
latter description of paper discoimted not only at the head office in 
London, but through the medium of its Provincial branches, which 
are open at the following towns, — Birmingham, Bristol, Hull, Leeds, 
Liverpool, Manchester, Newcastle-on-Tyne, Plymouth, and Portsmouth, 
and country Bankers, issuing Bank of England Notes only, do a most 
extensive business with the Bank under that head. By the Act of 
1844, the Bank is permitted — in the case of a Country Bank ceasing 
to issue Notes — to increase its issue on securities, unprotected by 
bullion, to the extent of two-thirds of the lapsed issue. Several severe 
crises have occurred in the history of the Bank — as in 1745, in con- 
sequence of the Pretender's advance into England — ^in 1780 and in 
1797, when the Bank became embarrassed in consequence of great 
commercial difficulties, occasioned by the sudden breaking out of the 
war with France, and the general dread of invasion, so much so, that 
on the 25th February of that year, there was only j£l,272,000 cash 
bullion in the coffers. Upon this, the Restriction Act was passed, by 
which the Directors were prohibited from paying their Notes in cash 
until Parliament had been consulted, and authorising the Bank to 
issue Notes of £1 and X2 instead of gold, which it commenced doing 
on the 10th March. This, and other caujses combined, had the effect 
of forcing the gold coin out of circulation, until the return of peace in 
1815, when trade became restored to its natural channels, and an end 
was put to the drain upon the precious metals for the payment of the 
troops and in exchange for foreign goods. The Bank did not, how- 
ever, resume cash payments until 1st May 1821, when the celebrated 
Act, 59 Geo. III., cap. 49 (PeeFs Act) passed in 1819 was put in 
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force, being two years before it was legally necessary to observe its 
provisions. The year 1844 is, in recent times, the most important 
epoch in the history of the bank. In that year the Acts 7 and 

8 Vict., cap. 32, referring to the Bank of England, and the Acts 8 and 

9 Vict. cap. 38, 39, referring to the Banks of Scotland and Ireland, 
were passed by Sir Eobert Peel. By this measure, an entire separation 
was made between the Issue and Banking departments of the Bank — 
the former being reduced to a self-governing system — ^whereby it was 
provided that, with the exception of £14,000,000 issued on securities 
(the average circulation of late preceding years), every Note issued by 
the Bank should be represented by coin or bullion. The management 
of the Banking department was left entirely to the discretion of the 
Directors as in the case of Private Banks. This siun of j£l 4,000,000 
has since been increased to £15,000,000 in order to supply the de- 
ficiency caused by the Banks which have ceased to issue their own 
Notes. All profit derived from this supplementary issue is made over 

, to Government. 

Perhaps no Act of ParHament has given rise to so much discussion, 
or induced so much writing on the part of financiers and political 
economists, and those who would be thought so, as this Peel's Act of 
1844. Without entering on the discussion in this place, it may be 
sufficient to say, that the great object of the Act was to place the cir- 
culation of the country on a metallic basis, and the opinion of a great 
man and prince among financiers — from whose writings indeed Sir 
Eobert Peel is supposed to have taken his idea — may be quoted. 
Lord Overstone (Mr Jones Lloyd) thus speaks in his evidence before 
the Committee of 1857:— "By the Act of 1819, Sir Eobert Peel 
placed the monetary system of the country upon an honest foundation, 
and he was exposed to great obloquy for having so done. By the Act 
of 1844, he has obtained ample and sufficient security that that honest 
foundation of our monetary system shall be effectually and permanently 
maintained, and no inscription can be written on his statue so 
honourable as that he restored our money to its just value in 1819, 
and secured for us the means of maintaining that just value in 1844. 
Honour be to his name." It must be admitted that the machinery of 
the Act, working as it does so easily and automatically in ordinary 
times, seems liable to get out of gear — ^through a want of elasticity — 
in times of panic and financial difficulty. At any rate it has not been 
thought necessary or expedient to allow it to be carried out in its in- 
tegrity at such times. Thus, in 1847, 1857, and again in 1866, the 
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Prime Minister and the Chancellor of the Exchequer relaxed the pro- 
visions of the Act> and allowed Notes to be issued on securities be- 
yond the legal limit. On only one of these occasions, however, was 
it found necessary to exercise this liberty — ^the knowledge that relief 
could be obtained soon stopped the applications for discounts. 

The management of the Bank is vested in a Governor, Deputy- 
governor, and twenty-four Directors elected annually ; the Governor 
and Deputy-governor serving two years in each capacity. Until quite 
lately, it was necessary that eight Directors should retire annually for 
one year, their places being taken either by new Directors, or by those 
who had formerly served the office. A short Act of Parliament, how- 
ever, was passed a year ago, allowing gentlemen, if elected, to continue 
in office without retiring one year out of three as before. Thirteen of 
the Directors, of whom the Governor or Deputy-governor must be one, 
meet as a Court every Thursday for the transaction of business. Four 
general Courts are held yearly — ^viz., in April, July, September, and 
December. A dividend is declared half-yearly. To entitle to a vote, a 
Proprietor must have held X500 Stock registered in his name for more 
than six months. The Governor is required to quaUfy by holding at 
least £4000 of the Capital Stock of the Company; the Deputy- 
governor must hold £3000 ; and the Directors, £2000. 

The Bank, whose Capital is almost entirely in the hands of Govern- 
ment as a security to the public for the payment of its Notes, performs 
the functions of Banker to the State, advancing largely from time to 
time to meet any pressure, for which service it enjoys the use of the 
balances in hand in easy times, and which at some periods of the year 
amount to a very large siun, especially since the alteration in the 
mode of collecting the Queen's taxes, introduced by the late Chan- 
cellor, Mr Lowe. The Bank is obliged to publish in the Gazette 
weekly, a Debtor and Creditor Account of its position, which is, in 
fact, the City Barometer, and is eagerly looked for every Thursday 
afternoon, when it is issued and exhibited in a conspicuous place in 
the building. One item has disappeared from the weekly returns 
since 1867 — ^viz., the Dead Weight,'^ as it was called, which was an 
annuity of £585,740 paid by Government for forty-four years from 
the 5th April 1823, as the consideration for £13,089,419 paid by the 
Bank on account of naval and military pensions, superannuation allow- 
ances, &c., between the years 1823 and 1828. At the end of the war 
in 1823, these pensions amounted to £5,000,000 a-year. 

With respect to the Private Banking department, the mode of con 
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ducting business does not materially differ from other establishments 
of a similar character. The great competition in this, as in all other 
fields of industry, has rather induced the relaxation of some rules 
which formerly tended to restrict business ; thus, at one time, no 
drawing account could be opened with less than <£500 ; now, no par- 
ticular sum is required to be lodged on opening an account, nor is any 
specific balance insisted on. It is only necessary that the party be 
properly introduced, and that the account be of a fairly remunerative 
character. No account may be overdrawn, nor is any interest allowed 
on balances, nor will the Bank discount bills for any one who has not 
a drawing account. The common rule of the Directors is to keep in 
treasure a sum equal to one-third of their liabilities ; but all the dis- 
posable capital not used in discounting, is invested in securities which 
can, if necessary, be brought to sale and immediately realized on the 
Stock Exchange. 

There were few Private Banks in England and Wales before the 
termination of the war with America ; from that time these establish- 
ments rapidly increased, and in 1792 they amounted to about 350. 
Notwithstanding the many failures which occurred in 1793, when 
about 100 banks were compelled to stop payment, and 50 were totally- 
destroyed, public confidence in them seems to have revived. It is 
supposed that in 1797, there were about 280 Private Banks ; from 
this time they multiplied rapidly, so that, in 1814, there were no 
fewer than 940, — a testimony to the indiscretion of the monied 
classes, and the trust so implicitly reposed in a system, than which 
nothing could have been more defective. In 1814, however, and the 
two following years, the public began to learn to their cost that there 
was something radically wrong in the system of excessive issues of 
country-bank paper. Upwards of 230 Private Banks stopped pay- 
ment. Still no effort was made to remedy the evil by any salutary 
enactment until 1826, when, after the more terrible crisis of 1825, 
energetic measures became imperative. In 1825-6, eighty extensive 
bankruptcies made the sad catalogue of failures, since the year 1780, 
amount to upwards of 400. 

The Legislature could no longer remain apathetic, nor close its eyes 
to the monstrous evil which was crippling the energies of the country. 
In 1826, a Bill was introduced for the formation of Joint Stock 
Companies in England, which Bill passed into the law of 7 Geo. IV., 
cap. 46. 

2 a 
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By this Bill, the law of 1708, which limited the number of partners 
in banking establishments to six, was repealed, and it was enacted 
that Banks with any number of partners might be established for the 
issue of Notes any where beyond 65 miles from London ; and that 
Banks not issuing Notes might be established in London with any 
number of partners. No Note of less than £5 value was to be cir- 
culated in England and Wales. This Act of course gave a great 
stimulus to the establishment of Joint Stock Banks, although its 
eflfect was not so immediate as its authors anticipated. From 1826 to 
1836, 114 such Banks were registered; some having branches in 
various parts of the country. Since then, some Private Banks have 
been given up, and others have been incorporated with Joint Stock 
Banks ; but a large number still subsist — commanding almost un- 
limited credit, and nearly monopolising the business of the British aris- 
tocracy. The impHcit confidence reposed in the stability and security 
of these houses was only too sadly exemplified a few years ago 
in the overwhelming failure of one of the oldest Banking firms in 
London. 

By the Act of 1844, no Banker who was not issuing Notes on the 
6th of May in that year, was in future to issue Notes in any part of 
the United Kingdom, and the issue of each Bank was to be strictly 
limited to the average amount of Notes which it had in circulation 
during a period of twelve weeks preceding the 12th April 1844. 
Every issuing Banker must transmit weekly to the Stamp Office an 
account of his Notes in circulation on each day during the week pre- 
ceding. 

At the present time, the number of Private Banking Establishments 
in London is about 50 and in the country about 250. 

The business of Private Banks in London consists in acting as de- 
positaries of money on which no interest is allowed, and which the 
depositors can retire by cheque at pleasure ; or, in the case of Joint 
Stock Banks, in receiving deposits for stated periods at rates of interest 
which rise and fall with the Bank rate of discount, in discounting bills 
for customers, and in officiating as agents for Banks out of London. 
The discount business for parties, not regular customers, is generally 
conducted through the medium of bill-brokers. 

It appears from Mr Glyn's evidence in 1832, that " the deposits 
held by the London bankers are generally composed of very large 
sums, which are necessarily payable on demand, and hence they can- 
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not be made use of to the same extent as those which are intrusted to 
country bankers, and which, whenever interest is allowed, are usually 
left with them for a stipulated period. The London banks, in order 
to be able to meet their engagements, usually keep a large deposit, 
nearly equal, perhaps, to half of what they hold in reserve in the 
Bank of England ; a portion of their current funds they necessarily 
hold at home in bank paper, and a small amount in gold. In order 
to turn their funds to profit, the London bankers employ as much 
money -as they can amongst their customers. They invest a consider- 
ably larger proportion of their deposits in Bills of Exchange and Pro- 
missory Notes than in public securities. They are obliged to employ 
their money occasionally at a very low rate of interest." 

Li 1755 the labour of sending round daily for payment of their 
customers' cheques, became so oppressive to the London, or rather 
the " City," Bankers, that they instituted a clearing house to save 
time and trouble. The working of this system is so perfect, that 
a description from " Babbage's Economy" may be interesting and 
instructive. 

" Li a large room in Lombard Street, about thirty clerks from the 
several London Bankers take their stations, in alphabetical order, at 
desks placed round the room ; each having a small open box by his 
side, and the name of the firm to which he belongs in large characters 
on the waU above his head. From time to time other clerks from 
every house enter the room, and, passing along, drop into the box the 
cheques due by that firm to the house from which this distributor is 
sent. The clerk at the table enters the amount of the several cheques 
in a book previously prepared, under the name of the bank to which 
they are respectively due. At four o'clock all the boxes are removed, 
and each clerk adds up the amount of the cheques put into his box 
and payable by his own to other houses. He also receives another 
book from his own house, containing the amounts of the cheques 
which their distributing clerk has put into the box of every other 
banker. Having compared these, he writes out the balances due to 
or from his own house opposite the name of each of the other banks ; 
and having verified this statement by a comparison with the similar 
list made by the clerks of those houses, he sends to his own bank the 
general balance resulting from this sheets the amount of which, if it 
is due from that to other houses, is sent back in bank notes." 
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At five o'clock the inspector takes his seat ; when each clerk, who 
ha?, upon the resnlt of all the transactions, a balance to pay to 
various other houses, pays it to the inspector, who gives a ticket for 
the amount. The clerks of those houses to whom the money is due, 
then receive the several sums from the inspector, who takes from them 
a ticket for the amount. Thus the whole of these payments are made 
by a double system of balance, a very small amount of bank notes 
passing from hand to hand, and scarcely any coin. 

" It is difficult to form a satisfactory estimate of the sums which 
daily pass through this operation : they fluctuate from two millions to 
perhaps fifteen. About two millions and a half may possibly be con- 
sidered as something like an average, requiring for its adjustment 
perhaps £200,000 in bank notes, and £20 in specie. By an agree- 
ment between the different bankers, all cheques which have the name 
of any firm written across them must pass through the clearing-house ; 
consequently, if any such cheque should be lost, the firm on which it 
is drawn would refuse to pay it at the counter ; a circumstance which 
adds greatly to the convenience of commerce. The advantage of this 
system is such, that two meetings a-day have been recently established 
— one at twelve, the other at three o'clock; but the payment of 
balances takes place once only, at five o'clock. If all the private 
banks kept accounts with the Bank of England, it would be possible 
to carry on the whole of these transactions with a still smaller quantity 
of circulating medium." 

Such was the system originally adopted, but it has been changed of 
late years, as all the London Bankers now keep accounts with the 
Bank of England, and as each house gives a cheque for the balance it 
may have to pay, no cash is required. 

The amount passing through the clearing-house, has also vastly in- 
creased; at the present time it averages about £100,000,000 a-week, 
and sometimes the sum is considerably larger. 

The facilities thus afforded the banks, have gradually extended to 
other commercial bodies ; as for instance the Stock Exchange, where 
a clearing has been recently established in some particular Stock, but 
which will doubtless before long embrace all Stock usually dealt in on 
the Exchange, and the Stock and Colonial Brokers now make all their 
settlements by an interchange of cheques. 
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The following Table, borrowed from Messrs Oliver & Boyd's New 
Edinburgh Almanac, 1874, shows the 

FLUCTUATIONS in the MINIMUM RATE of DISCOUNT of the 
BANK of ENGLAND on Bills of 90 days* currency since the 
Act 7 and 8 Vict. c. 32, (1844). 



Date. 



1844 
Aug. 31 
Sept. 7 

*1846 
Oct. 16 
Nov. 6 

♦1846 
Aug. 27 

tl847 
Jan. 14 
.. 21 
April 8 
Aug. 



Oct. 1 

.. 26 
Nov. 22 
Dec. 
... 235 

1848 
Jan. 27 
June 15 
Nov. 223 



1849 
Nov. 22 

1850 
Dec. 26 

1852 
Jan. 1 
April 22 



25 



24 



2J 



Date. 



1853 

Jan. 6 
... 20 

June 2 

Sept. 
... 15 
... 29 

$1854 
May 11 
Aug. 35 

$1855 
April 5 
May 3 
June 14 
Sept. 6 

... 13 

... 27 
Oct. 4 

... 18 



1856 
May 22 

... 296 
June 26 
Oct. 1 

... 6 
Deo. 4 

... 18 



6 
6 

7 

I' 

111857 
April 26} 
June 18 6 



Date. 



111857 

July 16 5 J 

Oct. 86 
... 127 
... 19 

Nov. 5 
... 9 

Dec. 24 

1858 
Jan. 

... 14 

... 28 

Feb. 4 

... 11 

Dec. 9 



1859 
April 28 
May - 
June 2 

... 9 
July 14 



1860 
Jan. 19 

... 31 
Mar. 2944 
April 12" 
May 10 

... 24 
Nov. 8 

... 186 



54 



24 



Date. 



1860 
Nov. 15 

... 29 
Dec. 31 

1861 
Jan. 
Feb. 14 
Mar. 21 
April 

... 11 
May 16 
Aug. 

... 15 
29 

S^ipt. 19 
Nov. 7 



Jan. 9 
May 22 
July 10 
... 24 
Oct. 30 



Jan. 16 
... 28 
Feb. 19 
April 23 34 
... 303 
May 16 
... 21 
Nov. 2 
. 66 



Date. 



Dec. 2 
... 8 
... 24 



Jan. 20 
Feb. 11 
... 25 
AprU16 
May 

5 

... 19 
... 26 
June 16 
July 25 
Aug. 4 
Sept. 8 
Nov. 10 
... 24 
Dec. 15 

1865 
Jan. 12 

Mar. 2 
... 30 
May 4 
... 26 
June 1 
. 15 
July 27 
Aug. 8 
Sept. 28 
Oct. 2 



Date. 



1865 
Oct. 

Nov. 23 
Dec. 287 



iri866 
Jan. 
Feb. 22 
Mar. 16 
May 3 
... 8 
... 11 
... 12 
Aug. 16 
... 237 
... 30 
Sept. 6 
... 27 
Nov. 8 
Dec. 20 



1867 
Feb. 7 
May 80 
July 26 

1868 
Nov. 19 
Dec. 3 



April 1 
M!ay 6 



24 



44 



Date. 



1869 




June 10 


4 


... 24 




July 15 




Aug. 19 


f 


Nov. 4 


♦♦1870 




JtUy 21 
... 23 
... 28 


5 


Aug. 4 


6 


... 11 




... 18 
...^ 25 






Sept 1 


f 


... 15 




... 29 


n 


1871 


Mar. 2 


3 


AprU13 




June 16 


1 


July 13 




Sept. 21 


3 


... 28 


4 


Oct. 7 


5 


Nov. 16 


4 



... 30 3J 
Dec. 14" 
ttl872 
April 4 

... 114 
May 9 

... 804 
June 13 

... 20 



34 



Date. 



ttl872 
July 18 
Sept. 18 

.. 26 
Oct. 3 

... 10 
Nov. 9 

... 28 
Dec. 12 

«1873 

Jan. 9 
... 23 
... 30 

Mar. 26 

May 7 
... 10 
... 17 

June 4 
... 12 

July 10 
... 17 
... 24 
... 31 

Aug. 21 

Sept. 25 
... 29 

Oct. 14 
... 18 

Nov. 1 
... 7 



... 27 
Dec 4 5 
... 1144 



♦ Great expansion of railway system. + Railway crisis and financial revulsion. 

X War with Russia. || Indian mutiny and American panic. 

§ American civil war and cotton speculation ; also, rapid formation of companies 
under the Limited Act. 

If Cotton panic, collapse of credit, and (May 11) stoppage of Overend k Co., and 
various banks ; also, suspension of Bank Charter Act. 

♦♦ War between France and Germany, ft German finances and gold coinage. 
German coinage ; also, American financial and railway crisis. 
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II. — Banking in Scotland. 

Before entering upon the principles and peculiar characteristics of 
Scotch Banking, the author would draw attention to the following 
description of the " Currency," from Thomas Tooke's Evidence 1840 ; 
and of " paper money " by Chambers, which explain in few words the 
greatest lever power of a system to which the Scottish people are su 
much, and with such good reason attached — 

"The currency I consider to be" — "says Thomas Tooke — in 
strictness of language, according to the apparent derivation of the 
term, that part of the circulating medium, such as the coin of the 
realm, and Bank of England notes, and country bank notes, (although 
not a legal tender), which pass current from hand to hand without 
individual signature, such as appears on drafts or indorsements. I am 
doubtful whether cheques upon bankers might not be included from 
their perfect similarity to bank notes, in many of the purposes for 
which they are employed ; at the same time, there is the feature of 
distinction which I have mentioned, viz., that cheques require the 
signature of the party passing the draft, and that they do not pass 
from hand to hand. Bills of Exchange I consider as a pari of the 
general means of distributing the productions and revenues of the 
country, and therefore as constituting a part of the circulating medium. 
I consider also, that the simple credits by which goods are in many 
instances bought and sold, come likewise under the general description 
of the circulating medium, in as far as the prices of commodities are 
in question ; because a simple contract of sale, whether any payment 
eventually passes or not, is commonly entered in the price currents 
without distinction from those for which any actual payment is made. 
I cannot consider that transferable debts, (such as deposits in the 
hands of bankers, against which the depositors are entitled to pass 
their drafts), constitute circulating medium, but only the actual 
transfers." — Report on Banks of Issice 1840,^. 297. 

Chambers writing on paper currency says : — 

" The deficiencies of a metallic currency are compensated by the use 
of Paper Money. Paper money is in the form of small pieces of 
paper, each purporting to be an obligation or promise to pay a certain 
sum which is specified upon it. Whether passing by the name of a 
bank note, or promissory note, or bill of exchange, the principle on 
which it is issued is the same, an express obligation on the issue to 
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pay the specified sum in coined money, on demand or at a certain 
date which is mentioned. The notes of this kind issued by a bank, 
pass from hand to hand, any holder having it in his power at any 
time to demand fulfihnent of the obligation from the Bank, but in the 
case of a bill of exchange, which is a promise by a private party, it is 
presentable for payment only at a specified period. Bank notes and 
bills together, constitute the paper currency of the country, and are of 
prodigious use in carrying on commercial transactions. It is calcu- 
lated that the metallic currency seldom exceeds 3,000,000. The paper 
currency, or amount of negotiable paper in circulation, is perhaps 
200,000,000; of bank notes alone the circulation in the United 
Kingdom may be reckoned to be 60,000,000." — Information for the 
People, p. 682. 

From the ftbove extracts, it will easily be perceived that the chief 
characteristics of Scotch Banking are, its economy, the currency em- 
ployed being of the cheapest kind, — its freedom, no monopoly being 
enjoyed by any one bank to the prejudice of others, — and lastly, its 
security, which is provided by an extensive proprietary, a large paid up 
capital, and its system of exchanges to which more particular reference 
is made hereafter. 

Banking was introduced into Scotland by William Paterson, in the 
year 1695, one year after he had projected the Bank of England. 
With the characteristic foresight of his countrymen he felt satisfied, 
that the seed sown in such a soil, would take root and spring into a 
flourishing tree, — ^the result has done justice to his judgment. 

The benefit derived by Scotland from its banking institutions, is 
thus well expressed by Mr G. M. Bell. " They (the banks) are coeval 
with Scotland's first transition from a state of external warfare, and 
internal feud, into a state of peace and commercial prosperity. They 
have stimulated enterprise, opened out the avenues of commerce, 
encouraged the accumulation of wealth, and promoted individual 
industry, and national improvement. They have added alike to the 
greatness of the nation, and the advancement of its inhabitants, in all 
the arts, sciences, and discoveries of modem times." 

The following is a Table showing the Capital and other particulars 
of the Banks of Issue in Scotland, with the prices of their Shares as 
publicly quoted in December 1873. 
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It may be observed that all the Scotch Banks are Joint Stock, and 
that five of them are called Chartered Banks, having been either estab- 
lished by Act of Parliament or incorporated by Koyal Charter; although 
in what the privileges so conferred consist, is not particularly clear. 
The Charters of the three oldest, are by some said to have the effect 
of restricting the liability of the partners to the amount of their 
shares. 

The first Scotch bank was the Bank op Scotland, founded by 
William Paterson in 1695, as already mentioned, and established by 
Scottish Act of Parliament. Its subscribed capital was originally 
£1,200,000 Scots (£100,000 sterling) ; but at its start, not more than 
£30,000 could be collected from various sources — England and Holland 
contributing the greater amount. It is a singular fact, that the original 
foreign shareholders became naturalised Scotsmen under the Act, and 
the first Board of Directors was composed equally of Englishmen 
and Scotchmen. Power has been taken to increase the Capital to 
£4,500,000. At present it is £1,000,000 paid up. 

The EoYAL Bank, incorporated by Eoyal Charter in 1727, originated 
out of the Equivalent Company, an association which acquired right 
to the greater part of the conipensation of £398,058, 10s., granted by 
Parh'ament to Scotland at the Union in 1707. Its original capital of 
£151,000 has been raised to £2,000,000. 

This was followed by the British Linen Company in 1746, the 
object of which originally was to encourage the manufacturers of linen 
in Scotland, but very soon after its formation, it abandoned its circum- 
scribed policy, and extended its benefits and accommodation to the 
public in general, in the legitimate channels of the banking business, 
whereupon a Charter was obtained. Its paid up capital is £1,000,000. 

As there are no peculiarities connected with any of the other banks, 
it is quite unnecessary to enter into a description of their several 
establishments. Suffice it to say, that the reaction consequent on the 
cessation of hostilities with America in 1783, led to the formation of 
several other banks, which were called into operation by the actual re- 
quirements of the commercial world, as the Eestriction Act to which 
allusion has already been made, limiting the number of partners to six, 
did not extend to Scotland. 

Many of the Scotch banks have an extensive proprietary, men pos- 
sessed of large landed property. The depositor, therefore, need be 
under no apprehension, where the value of the security can be so easily 
ascertained, a shareholder being liable to his last farthing for the debts 
2 B 
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of the Bank, (the shareholders of the Chartered Banks already referred 
to, of course excepted, if any limit to their liability in reality exists). 

The business operations of a Scotch Bank may be classed under five 
heads — 

I. Deposit Tranbaotions. 
Sums are received by banks on deposit, repayable on demand with 
interest. These accounts are of two classes — Current Accounts and 
Interest (or Deposit) Eecbipts. 

1. Current Accounts, — ^These are operated on by cheques, which, as 
well as lodgments, may be of any amount, and no commission is charged 
upon the operations. Interest is allowed on the accounts, either on 
the balances remaining at their credit from day to day, or on the 
smallest monthly balance which may arise in the course of the ope- 
rations upon them ; in the latter case a somewhat higher rate is 
allowed than in the former. 

The accounts are balanced yearly, and the interest due upon them 
accumulated. 

2. Interest Receipts, — These are issued for lodgments understood to 
remain for considerable periods, and bear the highest rate of interest 
allowed from time to time by the Scotch banks. No deposits are 
taken at fixed rates, or for fixed periods. Receipts are not operated 
on by cheque, but must be produced and endorsed by the depositor 
on withdrawal whether in full or in part, although, in exceptional 
cases, payments to account may be made. Interest is not accumulated 
on this class of deposits ; and when payment or accumulation of 
interest is wished for, the receipt is ordinarily delivered up as in the 
case of withdrawal, a new receipt being issued to the depositor. 

All deposits are payable on demand, but no interest is allowed in 
the case of deposit receipts unless the money has lain for a month. 

II. Issue op Notes. 
The issue of Notes for sums of £1, £6, £10, £20, and £100, 
enables Bankers in Scotland to transact business on a footing more 
advantageous to the public, than can be afforded under the English 
system. The large amount of small notes always in circulation, causes 
an economy in cost of the circulation which admits of other banking 
operations being done on moderate terms. These notes are convertible 
into gold on presentation, but there is a most decided preference for the 
Scotch Note, gold being seldom asked for, unless for expenditure to the 
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soutli of Tweed. It has been estimated that the mere cost of production 
of a Scotch Bank Note, i,e,, paper, printing, &c. (apart from the stamp- 
duty of 8s. 4d. per cent, per annum on the average circulation) is — 
for each Twenty Shilling Note, l*079d.; and for each large Note, l-375d. 

Amount of Bank Notes authorised by law to be issued by the several 
Banks of Issue in Scotland, and the average amount of Bank 
Notes in circulation, and of Coin held during thirteen periods of 
four weeks from Dec. 2, 1871, to Nov. 2, 1872, and from Nov. 
30, 1872, to Nov. 1, 1873, as published in the Gazette. 



Names of Banks. 


Authorised 
Circulation. 


Average 
Circulation, 
1871-72. 


Coin 
1871-72. 


Average 
Circulation, 
1872-73. 


Coin 
1872-73. 


Bank of Scotland, - 

British Linen Company, 
Commercial Bank of Scotland, 
National Bank of Scotland, - 
Union Bank of Scotland, 
Aberdeen Town and County Bank, 
North of Scotland Banking Co. 
Clydesdale Banking Company, 
City of Glasgow Bank, - 
Caledonian Banking Company, 

Total, 


£343,418 
216,451 
438,024 
374,880 
297,024 
454,346 
70,133 
154,319 
274,321 
72,921 
53,434 


£604,198 
637,628 
604,662 
696,883 

. 627,243 
722,728 
178,416 
293,584 
475,371 
530,929 
91,795 


£358,416 
534,687 
174,773 
421,206 
345,135 
399,673 
133,522 
166,076 
268,254 
533,840 
55,506 


£644,187 
684,431 
539,262 
727,994 
651,885 
761,112 
179,299 
286,102 
516,485 
611.445 
94,804 


£394,956 
590,606 
214,718 
466,198 
386,131 
432,455 
137,077 
162,668 
319,675 
617,879 
63,669 


£2,749,271 


£6,263,437 


£3,391,087 


£5,597,006 


£3,786,032 



[Taken by permission from Oliver & Boyd's New Edinburgh Almanac, 1874.] 



III. Discounting. 

Scotch Banks negociate bills throughout the kingdom ; English and 
Scotch paper, however, are kept quite separate in the bank books, and 
are classified as — Local, — Provincial, — London. The rate of discount 
varies. As the Section that follows is devoted especially to Bills of 
Exchange, no further comment need be here made, than that more cor- 
rect information of the means and repute of parties can be obtained by- 
bankers in Scotland, through their widely extended branches, than can 
possibly be procured by their brethren in the south. 

rv. Cash Credit Accounts. 

^0 greater boon has ever been granted to Scotland, than the intro- 
duction of this system by the Eoyal Bank in 1729. The convenience 
to the party obtaining the credit, the great advantage derived by 
Trade from increased circulation of money, and encouragement afforded 
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to men of all ranks ; lastly, the certain profit to the banks themselves, 
are one and all undeniable.* The banks afford every facility for carry- 
ing through these transactions, so remunerative directly and indirectly 
in themselves, and of such essential benefit to every class of the com- 
munity. Professor Bell, in his Commentaries, /., 367, 368, gives the 
following description of a cash credit : — 

" A cash credit, is an undertaking on the part of a bank to advance 
to an individual, or to a partnership, such sums of money as may from 
time to time be required, not exceeding on the whole a certain definite 
amount to be repaid ; and a continual circulation kept up by the re- 
placing in the bank of small profits and simis as they come in. The 
security upon which the advances are made, is a bond with sureties, 
generally two in number, for the repayment, on demand, of the sums 
actually advanced, with interest upon each issue from the day on 
which it is made; interest at a lower rate being allowed by the 
bankers for the sums paid into the bank," — that is, if they bring the 
account to the credit side. The security, in fact, enables one to 
transact business with the bank, as if the sum for which the cautioners 
have become responsible were actually deposited in the customer's own 
name. These credits are not entirely limited to personal security, real 
property and bank stock, being repeatedly offered, and accepted. The 
rate of interest charged is generally the same as the discount on the 
longer dated bills — sometimes even higher — but as the banks derive 
the benefit of an issue of their notes, always, as before observed, a re- 
munerative feature in Scotch banking, no commission is charged on 
the cash credit. A writer on this subject in the Cyc, of Commerce, 
briefly explains the advantages of cash credits over discounts to those 
requiring temporary advances. " The party can repay any part of the 
sum drawn at pleasure, and interest is charged only for the money 
actually employed ; ho has also the power of drawing whenever he 
pleases to the full amount of bis credit, whereas in the case of dis- 
counting bills, he must make a new apphcation to the bank for each 
bill. To a bank, the comparative advantages of a cash credit in respect 
to bills, consist chiefly in its connecting the party more intimately 
with the bank ; in the summary mode in which the bond may be re- 

* It would probably be found, were bankers* losses analysed, that those from 
Cash Credit Accounts {Jcfpt within the limit of the credit) j bear an almost infinitesimal 
proportion to those arising upon bills and irregular overdrawn accounts. In fact, 
if there be less convertibility, there is greater security in this class of advances, 
any objection to them arising from the want of " realiscLbility,^* 
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covered from the party or his securities ; while to a bank issuing 
notes, the frequent operations under the credit gives activity to its 
circulation." 

V. Exchanges. 

In the foregoing remarks upon English banking, an account has been 
given of the system which was once adopted by London banks in carry- 
ing through their exchanges, (See qtwtation from Bahhage^s Economy, 
in relation to the Clearing-house). The following is a description of 
the Scotch exchanges : — 

The system of exchanges among the Scotch banks is one of great 
simplicity, and has been found to work well in the interests both of 
the banks themselves and of the pubhc. It was organised for the 
prompt settlement of all claims by the banks against each other arising 
in the form of notes or cheques, and is an unfailing safeguard against 
over issues on the part of the banks. 

In connection with the system of exchanges, a daily " clearing " or 
mutual interchange of cheques, drafts, and country bills, or cash orders 
for collection, takes place between the banks at their offices in Edin- 
burgh, Glasgow, Dundee, and Leith, and the balances arising are 
settled by vouchers of acknowledgment carried into the next subse- 
quent general settlement. 

The exchanges among the provincial banks (Aberdeen and Inverness 
local banks), and the country branches, take place weekly at the close 
of business on Saturday, and the balances arising on them are settled 
by draft on Edinburgh, payable on demand. In Glasgow, Dundee, 
Leith, and a few other of the principal business centres, the exchanges 
are more frequent, and the settlement at these places made to suit the 
general settlement. 

This takes place in Edinburgh (where the whole system is concen- 
trated), thrice a-week, on Monday, Tuesday, and Thursday ; the local 
interchange of notes in connection with the first of these, is held on 
Saturday, the settlement being left over until Monday to await the 
country advices. 

The balances arising at the general settlements are squared off by 
the banks which are debtors, by drafts on London at five days' date 
for the amount of their indebtedness ; interest at 3 per cent, being paid 
by them in cash for the eight days* currency of the bills thus granted 
to the banks which are creditors. 

• For the sake of convenience, the settlement is carried on tlirough 
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one bank, — the Bank of Scotlana and Eoyal Bank taking charge of 
this duty alternately. Under the direction of the settling or presiding 
ban^ for the time, the other banks receive or pay the net balances due 
to or by them on their respective aggregate exchanges ; and this pro- 
cess, which ia somewhat similar to the method adopted in the London 
Clearing House (Page 188), has the advantage of simplicity, whilst it 
saves trouble and stamp-duty on the drafts granted in settlement. 

Before concluding this short synopsis of the banking systems, which 
it is thought may be interesting to such as have not hitherto devoted 
much attention to the subject, it may be as well to give some idea of 
the sources from whence bank profits are derived : — 

Briefly, a Bank's profits may be said to arise from — 

1. The difference between the rates at which it borrows and lends — 

in other words, of that between the rates on its deposits and ad- 
vances or investments. 

2. Commissions on drafts issued, on provincial cheques, cash orders, 

&c., cashed; on acceptances for customers, and foreign credits, 
and on purchases of Government and other Stocks on account of 
its customers. 

3. Profit from the use of money in transitu, in the form of drafts or 

letters of credit, and similar lodgments. 

4. Its circulation. 

It may be remarked with regard to the last, that an excessive value 
is frequently set upon it ; in fact, the chief value of a Scotch bank's 
circulation is to thepuhliCy for by means of it the banks are enabled to 
give the advantages of a cheap yet readily convertible currency, and 
afford banking facilities in places and to an extent which they could 
not otherwise do. The withdrawal of the privileges of issue, would 
inevitably lead to the withdrawal of many country agencies o^ Scotch 
banks, and greatly inconvenience the trading community. 

In point of value this source of profit should rank as No. 3. 

But, of course, in addition to these, the Banks derive profits from 
the investment of their Capital and Reserved Fund ; with which, how- 
ever, belonging as they do to the Shareholders of the banks, the public 
have nothing to do, except in so far as their security as customers is 
strengthened by the amount and due investment of this portion of a 
bank's working stock. 
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OK BILLS OF EXCHANGE. 

Notwithstanding the apparent simplicity of a Bill or Note, the rights 
and liabilities of the parties thereto have given rise to innumerable 
legal questions and decisions, showing how impracticable any attempt 
must be "to regulate multiform combinations of circumstances by a 
few general rules." Still it is thought that such rules and regulations 
as have been established by usage in the commercial world, may, in an 
abridged shape, form an appropriate adjunct to a work upon Com- 
mercial Accounting. 

There are so many authorities upon bills, of which the best are — 
Chitty* and Bylest in England, and Thomson J in Scotland, for law- 
yers ; W. Alexander and W. H. Logan, for merchants and Bankers, — 
that the following remarks can have no pretension whatever to novelty, 
nor, indeed, to convey any information that is not amply given by 
these writers ; but a book purporting to be a Manual of useful infor- 
mation for the counting-house, would be defective without a brief 
analysis of one of the most important features in our commercial 
system — the law and practice of Bills of Exchange. 

The custom of negociating bills, now become so common in home 
trade, and so universal in all foreign transactions, may be held to have 
originated in the fourteenth century; although, according to John 
Mair, " Bills of Exchange are of great antiquity — some are for carrying 
up their origin to the days of Aristotle, others only to the flourishing 
times of the Roman Empire." Certain it is, that pecuniary accom- 
modations through the medium of credits, or the valuing upon second 
and third parties, were not unknown in the days of Cicero, who, re- 
siding in Eome, transacted for the payment of his son's education at 
Athens, without the necessity of having to remit money. (See Epis, 

* Chitty on Billi, 10th Edition, 1859. f Byles on Bills, 10th Edition, 1870. 
X Thomson on Bills, New Edition, 1865. 
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ad Att. XIL 24 f XV, 25.) Now although this was not an actual bill 
transaction, but more akin indeed to the letter of credit of our own 
times, still the rudiments of a Bill of Exchange were there. Be this 
as it may, and the origin of the practice is very immaterial, no decision 
relating to Bills of Exchange appear in any law books before the reign 
of James the sixth of Scotland and first of England. 

" There can be little doubt," says Byles, " that the Bill of Exchange 
originally was nothing more than a letter of credit from a merchant in 
one country, to his debtor, a merchant in another, requesting him to 
pay the debt to a third person, who carried the letter, and happening 
to be travelling to the place where the debtor resided. At first, per- 
haps, the letter contained many other things besides the order to give 
credit ; but it was found that the original bearer might often with ad- 
vantage transfer it to another. The letter was then disencumbered of 
all other matter, it was open and not sealed, and the paper on which it 
was written gradually shrunk to the slip now in use. The assignee 
was, perhaps, desirous to know before hand whether the party to whom 
it was addressed would pay it, and sometimes showed it to him for that 
purpose, his promise to pay was the origin of acceptances." 

Scruton, who wrote on practical accounting in 1777, thus quaintly 
describes a Bill of Exchange : — " It is a piece of paper, commonly long 
and narrow, on which is wrote a short order, given by a merchant, 
banker, or trader, for paying to such a person, or by his order, a sum 
of money equivalent to that received by the banker, merchant, or 
trader in his office or place of residence at the time." 

There are three kinds of Bills, — 1st, Bills of Exchange, properly so 
called, or Foreign Bills ; 2nd, Inland Bills ; 3rd, Promissory Notes ; 
and any of these may be used as Accommodation Bills. Every Bill 
drawn in and upon any part of the United Kingdom is an Inland Bill, 
19 & 20 Vict. c. 60, sec. 12. 



I.--P O BE IQN BILLS. 

These are Bills drawn by a party in one country on his correspondent 
in another, in sets of two and three, at so many days or months after 
sight {See Acceptance) ^ all of same tenor and date, and transmitted by 
different ships, as a security against accidents or delays ; when one is 
accepted and paid, the others are as a matter of course, useless. 
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[Form op a set op Foreign Exchange Bills.] 

£^00 Stg. Glasgow, ist January 1874, 

( first 1 

At sixty days after sight of this my\ second \of Exchange, 

( third J 

{second and third l 
first and third > of same tenor and date unpaid, pay to Donald Gray or 
first and second J 

order, the sum of Three Hundred Pounds sterling, for value, and charge to 
cLccount, with or without advice, of 

GEORGE WINKWORTH, 

To Paton, Clough, Co.,^ 

Jamaica, j [P. C. & Co. , accept here, or across 

the Bill, with date, and place 
where payable. ] 

All bills are drawn in the money of the country in which they are 
to be paid. 

Perhaps it may be interesting to the non-commercial reader, to learn 
the system which has within the last few years been adopted by the 
Indian Banks for the accommodation of merchants in negotiating Bills 
drawn on India against Bills of Lading. 

The Bills of Lading must be drawn in sets of three, blank en- 
dorsed by shipper, and bearing that goods are deliverable " to order'' 

The Bills of Exchange also are drawn in sets of three, in Indian 
currency. Any of the Indian Banks having agencies in this country 
and who undertake (as most of them do), the negotiating of such bills, 
will, on the morning of the day on which mails leave for India, fur- 
nish the rate of exchange for the conversion of Sterling into Indian 
money, or the equivalent in the latter currency for any amount in the 
former. 

The Shipper must grant to the Bank letters of hypothecation in set 
of three, which are equivalent to handing over to the Bank the goods 
while in course of transit, and until the bills of exchange are honoured 
by the drawee. 

The Shipper must also provide the Bank with a stamped policy of 
insurance over the goods, endorsed blank, and two plain copies. 

And, further, the Bank require invoices for the goods in tripli- 
cate. 

2 c 
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The following is the form in which bills require to be drawn : — 
R.iooy a, 4, p. 2, 

Edinburgh, loth August 1874, 
Sixty days after sight of this first of exchange ( second and third of the 
same tenor and date unpaid), pay to us or our order the sum of rupees one hundred, 
annas four, and pies two, value in goods per " City of London,*^ 

(Signed) JOHN JONES Co. 

Messrs Brown, Robinson, 6^ Co. , 
Merchants, 

Old China Bazaar, 

Calcutta, 

These Bills require to be endorsed by Drawer, but only the first of 
exchange requires a stamp, the second and third need only be written 
on plain paper. 

[Letter of Hypothecation Form.] 
TIlp. Chartered Mercantile Bank of Indian London^ and China, 

Edinbubgh, lOe^ August 1874. 
Having this day negotiated with you one Bill of Exchange drawn on 
Messrs Brown, Robinson, & Co. of Calcutta, the particulars of which are noted at 
foot, and having at the same time handed to you as collateral security for the due 
payment of the said Bills, the Bills of Lading and Shipping documents belonging to 
me of the several goods also stated at foot ; our agreement is understood to be as 
follows : — 

I hereby authorise the said Chabtebed Mebcantile Bank of India, London, 
AND China, and the holders of the above Bills for the time being, to take conditional 
acceptances to all or any of such Bills, to the effect that on payment thereof at 
maturity, the above-mentioned Bills of Lading and Shipping documents shall be de- 
livered to the Drawees or Acceptors thereof ; and such authorisation on my part 
shall be taken to extend to cases of acceptance for honour. 

I further authorise the said Bank, or any Manager or Agent thereof, on default 
being made in acceptance on presentation, or in payment at maturity, of any of the 
above Bills, or on the Drawees* suspension of payment during the currency of the 
Bills, to sell the said Goods, and to apply the net proceeds (after deducting usuaI 
commission and charges) in payment of such Bills, with re-exchange and charges ; 
the balance, if any, to be applied in liquidation of any other debt or liability of 
mine to the said Bank : any ultimate balance to be at my disposal And in case the 
net proceeds of such Goods shall be insufficient to pay the amount of any such dis- 
honoured Bills, with re-exchange and charges, I authorise the Chabtered Mercan- 
tile Bank of India, London, and China, or the holders thereof for the time being, 
to draw on me for the deficiency ; and I engage to honour such drafts on present- 
ment, or to pay the said Bank the amount in London. 

I further authorise the said Bank, or the holders of the said Bills for the time 
being, ^ in case the aforesaid power of sale shall not have arisen, — ^at any time before 
their maturity, to accept payment from the Drawees or Acceptors thereof, and on 
payment to deliver the said Bills of Lading and Shipping documents to such 
Drawees or Acceptors ; and, in that event, the said Bank, or the holders of the said 
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Bills, are to allow a discount thereon for the time they may have to run, at the 
Bank of England minimum rate of the day, if taken up in London ; or, if in India, 
Ceylon, or China, at the current rate of discount of the day on Government Accept- 
ances in India, Ceylon, or China, as the case may be, but not to exceed the rate of 
five per cent, per annum. 

I also authorise the Chartered Mercantile Bank of India, London, and 
China, or any Manager or Agent thereof (but not so as to make it imperative) to 
insure the above Goods from Sea Risk, including loss by capture, and also from loss 
by fire on shore, and to add the premium and expenses of such insurances to the 
amount chargeable to me in respect of the said Bills, and to take their recourse 
against the said Goods or against me for their reimbursement, and also to sell any por- 
tion of the said Goods which may be necessary for payment of freight ; and the said 
Bank are to take such measures generally, and to make such charges for commission, 
and to be accountable in such manner, but not further or otherwise, as in ordinary 
cases between a merchant and his correspondent, it being hereby declared that the 
Bank is not to be liable for the default of any broker or auctioneer employed in the 
sale of the Goods. 

Lastly, it is mutually agreed that the delivery of said collateral securities to 
your Bank shall not prejudice your rights on said Bills in case of dishonour, nor 
shall any recourse taken thereon affect the title of the Bank to said securities to the 
ex bent of my liability to your Bank as above. 

I am. 

Your obedient Servant, 



BILLS AND DOCUMENTS ABOVE REFERRED TO. 



Particulars of Bills, 


Particula/rs of Goods, 


date. 


AMOUNT. 


DRAWEE. 


BILL OF LADING. 


NAME OF SHIP. 


1874 
Aug. 10 


E. 

100 


a. 
4 


^2 


Brown, Robinson, & Co., 
Calcutta. 


^ >^ Two Bales 
Cotton Goods. 


" City of 

London." 



Bills can in the same manner, and on giving over to the Bank the 
same docimients, be negotiated on tiie Colonies, when drawn in Ster- 
ling money, the exchange being paid by drawer, or added to amoimt 
of bills, according as it may be wished to get the drawee to pay nett 
amount only of invoice, or both invoice amount and cost of bill. 

It will at once be seen that by this mode of negotiating bills, firms 
doing business with India or the Colonies need not lie out of their 
money more than a day or two, instead of the former system of lying 
out of it for many months. 
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It also provides a safer method of transacting business, as the 
Bank's correspondents on the spot require to be satisfied that the Bills 
will be duly honoured before they give up the Bills of Lading. This 
system of obtaining advances on Bills of Lading is common in various 
forms in all commercial centres at home and abroad. It has its risks 
when e,g,, the Shipper gets an advance on one of his Bills of Lading, 
and sells and indorses a duplicate of the same Bill to a Consignee who 
is not informed of the advance. 

n.~INLAND BILLS. 

These are single Bills drawn and made payable in the same country, 
either in favour of a third party or of the drawer himself. 

[Form op an Ordinary Inland Bill.] 

£79 Edinburgh^ ist January 1874. 

Four months after date^ pay to me or my order, at the National 
Bank of Scotland' s Office here, the sum of Seventy -nine Pounds sterling, for value 
received. 

GEORGE MORE, 

To Mr Walter Copeland, "I 

Merchant, \ ' W. C. accepts here, or across 

Aberdeen. J the Bill. 

JV.^.— This admits of various alterations, according to circumstances :— Instead of " four months 
after date," it may be two, or three, or at sight, or at such time after sight, or at such a 
specified time, or "on demand,"~and the instruction to pay may be "to X, Y, Z, or 
order." 

III.-FBOMISSOBY NOTES. 

This note is as often called in England a note of handj and is a pro- 
mise to pay a specified sum at a time therein stated, or on demand, or 
at sight, to a person therein named, or to his order, or to the hearer. 
It is precisely on the same footing as Bills. 

[Form op a Promissory Note.] 

£jo Stg, No, , Constitution Street, Leith, 

1st January 1874, 
Two months after date, I promise to pay to James Campbell or 
to his order i at my counting-house here, the sum of Fifty Pounds sterling for value 
received, 

ALEXANDER GREEN, 

The variations noticed under Inland Bilh are all applicahle to the 
above, so far as are consistent with the nature of the document. 
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ACCOMMODATION BILLS. 

Ordinary Bills follow upon and represent a real mercantile trans- 
action, in which the Acceptor has become the Drawer's debtor. The 
peculiarity of an Accommodation Bill, consists in its being made 
a medium of credit without value having been given to the acceptor, 
as in the case of ordinary bills, but it is granted solely for the drawer's 
use — in fact, that he alone may discount or otherwise derive benefit. 
In this transaction, should the drawer fail to retire the bill, the ac- 
ceptor, of course, becomes liable on presentation ; but has his remedy 
against the drawer, if he can establish his true position by the drawer's 
writ or oath, for the sum in the bill, and the costs of action. The 
party accommodating, may stand in any position on the face or back 
of the bill ; he may be drawer, acceptor sole or joint, or indorser ; 
and he has often the greatest difficulty in establishing his right against 
the person for whose accommodation he has signed, to re-payment or 
immunity contrary to the legal position which he has assumed on the 
bill. The safe and simple precaution for any person who puts his 
name to a bill solely to accommodate another, is to take from that 
other a letter, expressing his true character, and promising relief. It 
is astonishing how much distressing litigation arises from the neglect 
of this simple precaution. 

This bill is sometimes called a " Kite " or " wind bill." The system 
originated in the natural desire of a merchant to assist his friend under 
some unexpected emergency, such as a sudden fall in the markets, 
when a sale of goods would have amounted to sacrifice, and on the ex- 
press understanding that the acceptance was to be retired by the 
drawer before or at its maturity. The accommodation so obtained is 
self-evident ; but, like every other system, having a fictitious basis, it 
has resulted in the ruin of thousands. Relief, in the first instance, 
was so manifest, the plan so simple, the risk to the acceptor so remote, 
that recourse to this expedient was not only likely but natural. Then 
came reciprocal drawings, or mutual accommodations, insensibly lead- 
ing men of broken credit to the verge of bankruptcy, where they 
tottered for a brief interval and fell at length, dragging with them, as 
is too often the case, their trusting, or, perhaps, too credulous friends 
to destruction. So closely allied is this ruinous system with insol- 
vency, that during several years experience in English bankruptcies, and 
Scotch sequestrations, the author has seldom seen a case of failure in 
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which the cause of embarrassment could not be traced to the facilities 
of accommodation, or in which these mischievous arrangements did not 
figure in some shape. In one word, the Accomm^xiation Bill system 
induces mm to trade upon an imaginary Capital ; but when the day 
of reckoning arrives, ichere are tlve assets ? 

Mr J. W. Gilbart, in his " Principles and Practice of Banking," 
when dealing with discounts, thus alludes to Accommodation Bills : — 

" Kites or Accommodation Bills should almost always be rejected 
by the banker. To an experienced banker, who knows the parties, 
the discovery of Accommodation Bills is by no means difl&cult. They 
are usually 'drawn for even amounts, for the largest sum that the stamp 
win bear, and for the longest term that the bank will discount, and 
are presented for discount soon after they are drawn. The parties are 
often relatives, firiends, or parties, who, from their avocations, can 
have no dealings with each other." 

Sometimes Acceptances are excliangedf and these are known as 
" Skeleton BillSy* — ^a most dangerous practice. 

A ipan who signs a blank hill stamp is liable to third parties for the 
highest sum which the stamp will carry ; but to the original grantee 
only for the sum agreed upon. 

Having thus defined the general character of Bills and I^otes, we 
will proceed to the essential points of drawing, accepting, negotiating, 
and recovering under dishonour. 

DBAWING OF BILLS. 

The maker of a Bill is called the draioer, and he on whom it is 
drawn, or to whom it is addressed, the drawee; by accepting the 
obligation or engaging to pay the Bill, the drawee becomes the 
acceptor. The buyer or remitter, the seller or negotiator, and the 
holder or possessor are sufficiently indicated by the terms. If the Bill 
is made payable to the payee or hearer, the payee may transfer the 
Bill by simple delivery ; but if it be payable to the payee or order, or 
if neither hearer nor order be mentioned, then transference must be 
effected by indorsation — that is, by the payee's giving over his right 
in the Bill to another party named or nor named above the payee's 
signature on the back of the Bill. — {see Indorsation), By this process 
the payee merges into the indorser, and he to whom it is transferred 
becomes the indorsee. 

The party signing a Promissory Note is called the maker or payer, 
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and as in the case of Bills, the person to whom it is payable is the 
payee. So that the former stands in the place of the acceptor, and 
the latter, after indorsement by him, in the place of the drawer of 
a bill to the subsequent indorsers. 

No particular form of words is essential ; but there must be an 
absolute and distinct undertaking or promise to pay a precise sum of 
money, not commodities, by a fixed time ; and such payment must be 
certain, not conditional. The sum must be expressed in words in the 
body of the bill, and the bill may be drawn to bear interest from its 
date. 

In drawing, therefore, attention should be paid to these particulars, 
— the date, — the engagement to pay, — the term of payment, — the 
place where it is to be presented for payment, — the sum, — the name 
of the payee — the name and address of the drawer, — and the stamp. 

Any person may draw, accept, or indorse bills for another, per pro- 
curatioriy but he must have that other person's authority, so to bind 
him, given by express mandate or clearly implied by a course of deal- 
ing. As to the requisites in drawing above referred to — 

1. The date. — Bills are dated in figures at the top, and such date 

has been held to be prima facie evidence of the time of draw- 
ing; but a date is not essential to the validity of a Bill or 
Note, and a Bill or Note may be post dated. The date of a 
bill issued without a date may be proved, but the bill will not 
warrant summary diligence. 

2. Engagement to pay in Promissory Notes. So that an actual " pro- 

mise to pay " is made, no precise words of contract are neces- 
sary ; but if there be iio words amounting to a promise, the 
instrument is merely evidence of a debt. An I. 0. U., pro- 
perly dated and addressed, merely acknowledging a debt, and 
with no promise or obligation to pay, is perfectly valid to 
establish the debt for forty years from its date. 

3. Term of paywmi. The Bill generally commences with the time 

of payment ; where none is expressed, the bill is payable " on 
demand." Where " after sight " is used, it has a different sig- 
nification in a Bill and a Note. In the former, it means after 
acceptance, or protest for non-acceptance, for th^ sight must be 
legally established ; but in the latter it simply means, that 
payment is not to be demanded till it has been again exhibited 
to the maker, a Note being incapable of acceptance." — [Uolm^es 
V. Kerrison, 2 Taunt. 323.) Bills or Notes may be made pay- 
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able by instalments, and the condition may be added that, if 
any of the instalments is not paid when due, the whole sum 
shall be exigible at once. 

4. Place of payment It is not absolutely necessary to specify the 

place of payment ; but it is more regular to do so. When such 
direction is given, the holder is bound to present, and the 
acceptor to pay, the bill at the place named. 

5. The sum. The amount for which the Bill is drawn must be 

written in the body of the bill in words, and in figures at the 
top. Where any difference occurs between these, the sum 
written in words is held to be that for which the instrument is 
granted. 

6. Thepayee^s name. Particular care should be taken in the desig- 

nation of the payee, so that he cannot be confounded with 
another of the same name. No Bill or Note is complete un- 
less the payee is pointed out either by name or description. 

7. The drawer's name. It is almost needless to observe, that every 

Bill or Note must bear the drawer's signature, otherwise it will 
not warrant summary diligence, nor be a good document of 
debt. The drawer may sign at any time after the acceptor has 
signed and handed him the bill ; but regularly, the drawer's 
signature should be first. Bills accepted by initials or a mark 
before witnesses, cannot authorise summary diligence, yet upon 
proof that this was the usual manner of the party's subscribing, 
an ordinary action for payment can be raised. 

8. The stamp, A Bill or Note must be written on the stamp re- 

quired by law ; if not written upon a stamp, or on too low a 
stamp, the instrument will not be available to any effect what- 
ever. The error, at least in regard to Inland Bills, cannot be 
afterwards rectified. Being written on a stamp of a higher 
value than necessary (if not appropriated to any other instru- 
ment), does not vitiate the Bill. 

The following are the stamp duties exigible under Acts 33 & 34 
Vict., cap. 97 ; 34 & 35 Vict., cap. 103 ; and 35 & 36 Vict., cap. 20. 
BILL OF EXCHANGE— Payable on demand, Id. 

An Order for the payment of any sum of money by a BiU of Exchange or Pro- 
missory Note, Id. 

An Order for the delivery of any BiU of Exchange or Promissory Note in satis- 
faction of any sum of money, Id. 
An Order for the payment of any sum out of any particular fund which may or 
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may not be available, or upon any condition or contingency which may or may not 
be performed or happen, Id. 

An Obdeb for the payment of any sum of money weekly, monthly, or at any other 
stated periods, Id. 

An Obder for the payment by any person at any time after the date thereof of 
any sum of money, and sent or delivered by the person making the same to the per- 
son by whom the payment is to be made, and not to the person to whom the payment 
is to be made, or to any person on his behalf, Id. 

BILL OF EXCHANGE of any other kind whatsoever [except a Bank Note), and 
PROMISSORY NOTE of any kind whatsoever {e±cept a Bank i^Tofe)— drawn, or ex- 
pressed to be payable, or actually paid, or endorsed, or in any manner negotiated in 
the United Kingdom : — 



Exceeding £50, not exceeding £76, £0 9 
75, „ 100, 10 

For every £100, and also for 
any fractional part of £100, 
of such amount or value, - 10 



Where the amount or value of the money 
for which the bill or note is drawn or 
made does not exceed £5, £0 1 
Exceeding £5, not exceeding £10, 2 
10, „ 25, 3 

25, „ 50, 6 

Exemptions. — (1.) Bill or Note issued by the Bank of. England or Bank of Ireland. 

(2.) Draft or Order by a banker in United Kingdom upon another banker in 
United Kingdom, not payable to bearer or to order, and used solely for 
the purpose of settling or clearing any account between such bankers. 

(3.) Letter written by a banker in United Kingdom to any other banker in 
United Kingdom, directing the payment of any sum of money, the same 
not being payable to bearer or to order, and such letter not being sent or 
delivered to the person to whom payment is to be made, or to any person 
on his behalf. 

(4.) Letter of Credit granted in United Kingdom authorising drafts to be drawn 
out of United Kingdom payable in United Kingdom. 

(5.) Draft or Order drawn by the Accountant- General of the Court of Chancery 
in England or Ireland. 

(6.) "Warrant or Order for the payment of any annuity granted by the Commis- 
sioners for the Reduction of the National Debt, or for the payment of any 
Dividend or Interest on any share in the Government or Parliamentary 
Stocks or Funds. 

(7.) Bill drawn by the Lords Commissioners of the Admiralty, or by any person 
under their authority, upon and payable by the Accountant- General of 
the Navy. 

(8.) Bill drawn (according to a form prescribed by Her Majesty's orders by any 
person duly authorised to draw the same) upon and payable out of any 
public account for any pay or allowance of the army or other expenditure 
connected therewith. 

(9.) Coupon or Warrant for Interest attached to and issued with any security. 

The words " for value received," should be inserted, but they are not 
essential in England, and in Scotland their insertion is unnecessary, 
either in granting or indorsing bills, the holder being generally pre- 
sumed to have given value, unless the contrary is proved by his writ 
or oath. — (Byles, 84 ; Thomson y 54.) 
2 D 
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ALTERATIONS 
ON BILLS and PROMISSORY NOTES. 

Any alteration or erasure on a Bill or Note, in any material part, 
such as the date, cwn^ency, amount, or in the names of any of the 
parties to the instrument, unless specially assented to and authenticated 
by them, renders it useless. Any material alteration after issue, even 
with consent of all parties, renders the bill a new bill, and therefore 
void under the Stamp Laws as being unstamped ; but the bill is not 
affected by an alteration to correct an error and render it what the 
drawer and acceptor originally intended it to have been. 

All alterations, however trifling, should be avoided with the most 
scrupulous care in writing out the document. An indorsee, who takes 
a bill which manifestly has been altered, runs risk of losing his money. 
If the alteration is not manifest, though it may spoil the bill as against 
the acceptor, the indorsee may recover as against the indorser to him. 

PRESENTMENT for ACCEPTANCE. 

Bills made payable at or after sight, should immediately be pre- 
sented for acceptance, and unless this is done within a reasonable time, 
in the whole circumstances, the holder loses his remedy against ante- 
cedent parties ; but bills made payable at a fixed date, need only be 
presented when payable, though presentment for acceptance upon 
receipt is always advisable. Care, however, should be taken by agents 
to whom a bill has been sent for negotiation, to get it accepted at once, 
or they may he made personally liable. A reasonable time for pre- 
senting for acceptance has been held to mean, the day after the day on 
which the bill is received, and this is the safe rule for agents to foUow. 
A draft may be left with the drawee for twenty-four hours, and if he 
then refuses to accept, the agent should immediately protest for non- 
acceptance, to preserve his constituent's remedy. It is needless to re- 
mark that this applies only to third parties on bills. Drawers will 
be guided by circumstances in presenting for acceptance. 

PRESENTMENT for PAYMENT. 

In presenting for payment, the holder of a Bill or Note will of 
course be governed entirely by its currency. As for instance, bills 
payable at so many days or months after date, are allowed a further 



Digitized by Google 



ON BILLS OP EXCHANGE. 



211 



limit of three days — ^better known as "days of grace," — formerly 
granted as a favour, now assumed as a right. 

Bills payable " on demand," have no days of grace ; but those pay- 
able "at sight," most probably, are entitled to the grace. — {Byles, 
p. 207 ; Thomson, p. 248). Days of grace in foreign countries vary 
considerably — from four days as at Frankfort, to thirty days as at 
Genoa ; whilst at Leghorn and other places in Italy, there are none. — 
(See List, Thomson, p; 650). By presenting for payment before the 
expiry of the days of grace, the holder cannot charge the antecedent 
parties. — {Wiffen v. Roberts, 1 Esp. 261). When the last day of grace 
falls on a Sunday or authorised holiday, presentation and payment 
must be made on the day preceding. — {Thomson, p. 247). 

Possession of the Bill is in general sufficient evidence of authority 
to demand payment ; but where a party presents as an agentytl^ ac- 
ceptor may insist on seeing his credentials. A Bill made payabre at 
a particular place, must be presented at that place ; but if no place is 
specified, it should be presented to the acceptor at his place of business, 
or at his private dwelling-house at a seasonable hour. In cases of 
absence or death, the holder should make every inquiry for the ac- 
ceptor or his representatives, and be able to prove presentation at the 
last known place of residence or business, or to the representatives. 

Bankruptcy has no effect in dispensing with due negotiation and 
presentment to the bankrupt. 

ACCEPTING and PAYING SUPRA PROTEST:' 

This is an acceptance by a party who professes to be under no obli- 
gation to accept, but merely that he may preserve the honour of the 
drawer or indorser of a bill He first allows the bill to be protested 
against the drawee for non-acceptance, and immediately thereafter 
accepts it, expressing in his acceptance that it is suiyra j^otest, and 
mentioning the person or persons for whose honour it is given. By 
this means, the credit of the two first, or as the case may be, is main- 
tained ; and the safety of the last or acceptor is preserved by his 
securing th^ right of recourse against the parties for whose honour he 
has accepted. The holder of a Bill may refuse to take such an accept- 
ance, and at once proceed against the drawer and indorsers. "When 
he does take such an acceptance, he must present to the original 
drawee and protest for non-payment before he can exact payment 
from the acceptor supra protest 
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By indorsation, is meant the transference of one's right in a Bill or 
Note hj a writing on the back of it, and which is either blayik or special. 
Bills with blank indorsements — that is, where the name of the drawer 
or indorser is only signed, and that of the indorsee left blank, are 
transferable by delivery, and are the same as if made payable to bearer. 
Special indorsements convey an instruction or direction in addition to 
the drawer or indorser's name — thus, " Pay to Robert Smith," and it 
may be as well here to mention, that the words " or order " in an in- 
dorsation are superfluous, as Eobert Smith is not debarred from re- 
indorsing, unless the restrictive condition be expressed of for my 
use." Each indorsation renders the indorser liable to all subsequent 
indcffsees, but he may prevent this by indorsing " without recourse." 
Special indorsements are always to be preferred, for should the Bill 
fall into improper hands, negotiation can only be effected by forgery. 

In England, bills cannot be negotiated or validly indorsed, without 
containing the words " or order," or " bearer ; " but bills without these 
words are good as between the original parties to them, and if indorsed 
by the payee, the indorsee has an action against him, though none 
against the drawer and acceptor. In Scotland these words are not 
essential to render a bill negotiable. — (ByleSy p. 82 ; Thomson, p. 53). 
An indorsation of part of a Bill cannot be made, but an unpaid 
balance may be indorsed away. | 

The claims of an indorsee depend so much upon the circumstances of 
his holding, and the peculiarities of the document to which he is a 
party, that our space will not admit of a minute and lengthened treat- 
ment of the subject ; the principal points, however, are as follows : — 

(1.) As agaiiist the Acceptor. An indorsee is not bound by the rules 
of negotiation or notice, and can enforce payment of principal and in- 
terest at any time within the six year's prescription. (2.) As against 
Di'awee or Payee. Upon protest for non-acceptance or non-payment, 
and due notice, these parties are liable to indorsee for principal, 
interest, and expenses. (3.) As against Indwsers. Due notice of dis- 
honour having been given to each of the indorsees, the holder or 
indorsee can claim for principal, interest, and expenses against the 
whole or any of them. 

Where any Bill or Note has been lost, stolen, or fraudulently ob- 
tained, the actual holder, though innocent, must prove that he gave 
value before he can recover. 
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If any Bill or Note is indorsed after it has become payable, the in- 
dorsee takes it, subject to all the exceptions to which it was exposed 
when in the hands of the indorser to him. — (19 & 20 Vict., cap. 60, 
sec. 15, 16). 

NOTICE of DISHONOUR. 

Due notice of dishonour, which should always be in writing, must 
be received by parties upon Foreign Bills, at latest, on the next day, 
if resident where the biU is made payable ; and must be posted, by 
the first post, on the day following the dishonour, if residing else- 
where. In the case of Inland Bills and Promissory JTotes, notice 
must now be given within the same time as is required for Foreign 
Bills. — (19 & 20 Vict., cap. 60, sec. 14). Tliere is this distinction, 
however, between presentation for acceptance and payment of bills 
falling due on Sundays and hohdays, and the giving notice of dis- 
honour, properly falling on those days : — In the two first cases, apph- 
cation is made on the days preceding, but in giving notice of dis- 
honour, it is sufficient to do so on the days immediately following. 
As to whom the notice should be given, it is the safest plan, if prac- 
ticable, to notify the dishonour .to every party on the bill ; and in the 
event of any of them having become bankrupt, notice should also be 
given to the trustees who may have been appointed on the estate. 

The general rule is, that each party to a Bill has a day for giving 
notice; and an indorser receiving notice of dishonour should give 
notice to the parties, against whom he has recourse, by the first post 
on the day after he has himself received notice. 

The holder is only bound to give notice to the party against whom 
he wishes recourse ; so that a prior indorser, receiving notice, cannot 
rely that notice has been given to others liable to him. 

BENEWAIiS. 

This system, equivalent to an extension of time, is of common oc- 
currence, and simple in its operation, where there are only two parties 
to the Bill — the drawer and acceptor; or, if it is a Promissory Note, 
the maker and payee. Care, however, should be taken in getting up 
the old Bill at the time of renewal ; failing this precaution, both the 
new bill and the old may be used against' the acceptor, and the re- 
newal can only be proved by writ or oath. 
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If, from some cause, the old Bill cannot be got, the party granting 
a new Bill, should take a letter stating that it is a renewal. 

PROTEST and BIIiIQENCE. 

Protest follows upon noting, which is merely a preliminary step to 
it, and is a marking, on the face of the Bill, of the date and reason for 
non-acceptance or non-payment, with the notary's initials and those of 
the witnesses. Some of these particulars are often omitted ; but to 
preserve recourse, a Bill or Promissory Note should be noted on the 
day upon which acceptance or payment is refused, and notice of dis- 
honour duly given. Notarial noting and protest on Inland Bills is 
not necessary to preserve recourse, but* is necessary on Foreign Bills 
and for summary diligence (19 & 20 Vict., cap. 60, sec. 13) ; (see also 
Notice of Dishonour), The instrument of protest can be written out 
at any time after noting, but unless it be* recorded within six months 
from the time of the Bill falling due, when the protest is for non- 
payment, or from the date of the Bill, when it is for non-acceptance, 
an ordinary action is necessary ; and the holder will not be entitled to 
summary diligence, or to use diligence in recourse, against the drawer 
and indorsers. 

The Bill is preserved from prescription if the protest is recorded and 
the decree of registration interponed to it, followed by a charge. 
Moveables, in the hands of third parties, can be arrested either before 
or after the charge of six days is given (1 & 2 Vict., cap. 114), and 
after the charge has expired, poinding and imprisonment may follow. 
It is of great importance, with a view to summary diligence, that the 
Bill should be carefuUy and accurately drawn and signed according to 
the established forms ; because any deviation, though it may not 
destroy the Bill as a gi'ound of action, may sufi&ce to deprive it of the 
privilege of summary diligence. 

Bills of Exchange, in England, cease to be documents of debt on 
the expiry of six years from the time naijied for payment ; and by 
9 Geo. IV., cap. 14, sec. 3, "no memorandum of part payment by the 
party receiving payment is sufficient to take a Bill out of the rule." 
In 1855, summary execution on Bills was introduced into England, 
limited to six months as in Scotland. 

PAYMENT. 

In making payment of a Bill, the party so doing should be careful 
to get possession of the document, and to ascertain that the holder has 
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duly preserved his recourse by negotiation, or he may be unable to 
sue the previous parties liable to him. The holder may take a partial 
payment from the acceptor, but must protest for the balance with 
relative intimation. He may also take a composition from any of the 
parties to the instrument, but must reserve his claim on the back of 
the Bill against the other parties to it. 

PRESCBIPTION. 

In Scotland, as before stated under Protest and Diligence, pre- 
scription can be averted ; but if diligence is neither raised nor exe- 
cuted, nor an action commenced within six years from the date when 
Bills or Notes become exigible (i.e., from the last day of grace on or- 
dinary bills or notes, from the date of the bill if it be payable on 
demand, and from the date of presentment, or last day of grace, if it 
be payable at sight), the Bill prescribes, and is of no further use as a 
document of debt. After the six years have run, the debt can only 
be proved by writ or oath of the debtor (12 Geo. III., cap. 72). Fail- 
ing an action or diligence, within the six years, upon the Bill, the only 
safe way to avoid the prescription, is to take a new Bill, or an acknow- 
ledgment of the debt from the debtor. 

BANE CHEQUES. 

Drafts or Cheques by a person directing his banker to pay to the 
bearer or the payee's order on demand, follow the rules applicable to 
Bills of Exchange ; but yet they are not to be regarded in all respects 
as Bills. Though resembling in form a Bill payable on demand, they 
never bear any acceptance by the banker, and the drawer may validly 
stop their payment. They may be indorsed, and in the event of non- 
payment by the banker, the indorsee or payee may have recourse on 
the drawer ; but there is no such presumption of value as exists in 
favour of the holder of a Bill. The holder, even for value, will not be 
entitled to recourse, if he has delayed beyond a reasonable time to 
present for payment and the banker has failed in the meantime. The 
banker is bound to honour his customers cheques if lie has funds at 
his credit, and the banker will be liable in damage if he refuses or 
unduly delays payment. By the Act 19 and 20 Vict., cap 23, Crossed 
Cheques i.e., cheques bearing across the face the words "and company," 
can only be paid to a banker. By 16 and 17 Vict, cap. 59, sec. 19, 
bankers paying cheques on forged indorsations are freed from liability 
to the rightful holder. 
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OUTLINES OF book-keeping FOE STUDENTS OE 
BEGINNEES. 

Book-keeping is a Science which teaches how to recotd mercantile 
or monetary transactions in an intelligible, regular, and systematic 
manner. 

There are three recognised systems of Book-keeping — namely, 
Double Entry, Single Entry, and by a Mixed Method. 

I.— DOUBLE ENTEY. 

The name almost explains the system. It requires that every trans- 
action in business should be charged against one account, and credited 
to another in the Ledgers, — so that, the Debit and Credit Accounts 
must agree in amount, {see page 6). 

There are four principal books necessary for this system — Cash 
Book, Day or Waste Book, Journal, and Ledger. 

1. In the Cash Book all cash transactions are recorded — that is, 
every sum received, and also paid away, must be entered dail}'-, the 
difference thereon, if any, being the balance in cashier^s hands. There 
are many forms of Cash Book, some made to suit the peculiarities of a 
particular business, but the principle is identical in all ; the Cash re- 
ceived, being entered on the left, or debit side or column, and the 
Payments on the right, or credit side or column. These being added 
up, the credit summation (or that of the payments), is deducted from 
the debit summation (or that of the receipts), and the balance, if any, 
must be the cash in hand, as it 'is impossible to expend more than has 
been received. By the strict rides of Double Entry, the entries in this 
book should be classified and particularly detailed in the Journal, 
but as this entails considerable labour, it is customary, now, to post 
direct from the Cash Book to the Ledger accounts, and merely bring 
the gross amounts of " cash received," and " cash paid," into the 
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Journal, at the end of the month, to carry out the principle and admit 
of the usual checking, should the books fail to balance. — {See pages 
18, 56, 84, 101, 125, and 154). 

A Scroll Cash Book is sometimes kept, where the cash transactions 
are dependent to a great extent upon out-door collectors, adjustment of 
settlements, or other indefinite matters, which are subject to alteration 
and cannot be entered to the proper Ledger accounts at the time ; but 
this book frequently leads to irregularities, and is not recommended 
by the author ; indeed, it is simply referred lo here to satisfy inquiry. 

2. The Day or Waste Book. — In this book a daily register is kept 
of the trader's business transactions of every kind, with a full descrip- 
tion thereof, avoiding superfluity, but leaving nothing ambiguous ; as 
it should always be borne in mind by the trader, that he should keep 
his accounts not only for his own satisfaction, but in such a manner 
that they may be understood by those whom they may concern, and 
who might succeed him, when he and his book-keepers have retired 
from business. The entries in this book are also classified and entered in 
the Journal for distribution in the Ledger. — (Seepages 14,85, and 102). 

3. The Journal. — ^This is the most important book of the series, 
and the one best calculated to teach a. merchant how to conduct his 
business. In it are classified and arranged all the transactions con- 
tained in the " Cash " and " Day Books," unless those of the former 
are posted direct to the Ledger, as noticed in the description of that 
book. These entries are subsequently carried or posted** to the 
Ledgers. The Journal, in ordinary use, contains two contiguous 
columns; in the left hand column are entered all the debits or re- 
ceipts, and id* the right, all the credits or payments. "When these 
columns are added up, they should agree in amount — ^for example, 



Cash — For sums received this month, Dr. 

To Bank acct. — cheque 33, - - Cr. 

n Jones & Smith — Cash to acct. - O. 

» Brown and Robertson — do. - Cr. 



Wheat account, — (purchase,) - Dr. 
To Robinow & Co. — per invoice, - Cr. 



£470 



£470 
132 



£602 



£300 
96 
74 



£470 
132 



£602 



Thus, when posted, " Cash Account " becomes Debtor for what has 
2 E 
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been received. The "Bank," "Jones & Smith,'* and "Brown & 
KohertBon," are Creditors," for the sums they have severally paid. In 
like manner " Wheat Account " is charged with the grain purchased, 
and " Robinow & Co." are credited as having sold the same. 

As a matter of course, when these items are " posted " to the dif- 
ferent sides of the Ledger, the summations of the Ledger must agree ; 
and the balances, if any, must also correspond in amount. 

This book should be very carefully kept, as the whole set depends 
upon it. As a book of reference every entry should be explicit, es- 
pecially in cro88 or closing entries, where so much is involved at time 
of balancing. An expert book-keeper can always be discovered by the 
manner in which he writes up this most important book — ^in other 
words, by his Journalising. — {Seepages 20, and 58). 

4. The Ledger. — As may have been noticed already, this book 
becomes the final depository of every entry in the trader^s books. 
After the scattered items, articles or transactions, for cash or credit, 
have been classified in the Journal, they are carried or posted either 
to the debit or credit of accounts opened in this book, and when every 
thing is exhausted, the Ledger is said to be posted up^ — Seepages 
24, 87, 106, 112, 127, and 156). 

Debtor and Creditor. — The expressions debit and credit, have 
already been frequently used in these definitions, and an explanation 
may be of use. There are three kinds of Debits and Credits — 
1, Personal ; 2, Real ; and 3, Fictitious. 

By personal, is understood, where a persorHs name is used — as 
" Charles W. Thomson," " Charles Pearson," " Adam Wardlaw." By 
real, is where a thing is referred to — as " Wheat," " Wine," " Timber," 
" Silk," and " Cotton." By fictitious, a character of account is in- 
ferred, which is neither personal nor real — such as " Literest," 
" Charges," " Suspense," " Profit and Loss " — ^in other words, they do 
not represent con vertible value, nor are they personal. 

There is sometimes a difficulty to the novice in discriminating be- 
tween Debit and Credit postings, but this should disappear when the 
following rules are mastered : — 

1. A thing received, is Debtor to the thing given for it — as " Sugar " 

is Dr. to " Cash." 

2. A thing received upon trust or Credit, is Debtor to the party 

supplying it— as " Timber Ace*- " Dr. to " C. Park ;" " Cotton 
Acc*- " Dr. to " J. Rolfe ;" " Cash," Dr. to " mtional Bank." 
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3. The party to whom a thing is sold or delivered, is Debtor to the 
thing delivered— as "D. K Christie," Dr. to "CoalAcc^;" 
" Wm. BeU," Dr. to " Sherry Acc*- " Wm. Hardie," Dr. 
to " Indigo Acc*' " 

Posting, is the carrying classified entries from the Journal (or 
Cash) into separate and distinct accounts opened in the Leogbb. 
Postings are divided into two classes :— 1, Simple ; 2, Compound. A 
Simple Posting has but one Debtor and one Creditor — as "John 
Smith," Dr. to " Sugar." A Compound Posting is that which has one 
Debtor and two or more Creditors, or vice versa — thus, "Wheat 
Account," Dr. to "Cash," to "Charges," and to "Insurance;" or 
"James Amot," "Thomas Bruce," and "WiUiam Scott," Drs. to 
" Profit and Loss," for their shares in the profits of a business for the 
year. 

Balancing the Ledger. — Before coming to a final balance of 
the books, it is customary, in large concerns, to make what is called a 
Trial Balance, and this is sometimes done during the year, at stated 
periods, to prove the correctness of the books. There are two kinds 
of trial balances. In one, both sides of the Ledger are added, 
(excluding any balances,) and the summations brought down on a 
sheet — ^the debit summations on the left hand, the credits on the 
right. If these agree in amount, the Ledger has been correctly 
posted, if not, every entry must be compared at once until the error 
is detected. Another plan is to strike the balance on each Ledger 
account and bring down the differences — ^which, of course, should 
correspond in amount — if not, the same process of comparison must 
be gone through. 

The trial balance sheets having been found correct, the next step, 
and a most important one, is to make the Cross or Closing Entries, 
so that the final balance sheet may exhibit the actual state of the 
traders' affairs. To effect this, without difficulty, the book-keeper has 
only to ascertain as follows : 1st. " What represents on the debit or 
left side of the trial balance sheet, the Actual Assets representing 
value, or that which may be converted into cash ; and 2ndly, on the 
credit or right side of the sheet, the Actual Liabilities which must be 
paid out of the assets of the firm or company." Such accounts as do 
not come under these descriptions must be written off by a cross entry, 
that is, carried to the debit or credit, as the case may be, of Profit 
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and Loss Account. The closing entries principally affect tke following 
accounts : " Stock " or " Goods " accoxmts, on which profit or loss 
arise, the goods on hand being valued and brought down as a balance 
of assets, the difference, or what remains, is written off — that is, if 
there is a profit, the balance is carried to the credit or right hand 
side of Profit and Loss ; if there is a loss, it is carried of course 
to the other side of that account. Then the following accounts are 
always closed by carrying the balances thereon to the debit or credit 
of Profit and Loss, viz. : " Charges," " Salaries," " Interest," " Dis- 
count," "Commission," "Wages," " Eent and Taxes," "Bad and 
Doubtful Debts," — ^if there is not an account kept open for the last 
item. All this having been done, nothing should remain in the trial 
balance sheet but actual Assets on the one side, and positive 
Liabilities on the other. These are thereafter brought down into the 
" Balance Sheet " proper, and if the assets exceed the liabilities, or 
vice versa, it must be to the extent of the balance appearing on 
" Profit and Loss Account," which is entered on the lesser side. — 
{Seepages 36, 48, 50, 63, 89, 116, 148, 149, 162, 170, 171, an^ 177.) 

IL— SINGLE ENTRY. 

This method is also appropriately termed, seeing that the traders' 
transactions are entered but once in the Ledger, and not twice, as per 
Double Entry, {Seepage 81.) 

There are only two books required, viz. : a Day Book and Ledger. 

Note. — A Cash Book shovM also be kept in order to check cash travisactions, 
and exhibit the balance in hand at any timCy but it is not ahsoluteiy re- 
quired under the system, (See page 84.) 

1. The Day Book. — In this book all purchases and sales for cash 
or credit must be entered daily ; also all sums received from pur- 
chasers (not cash sales,) and payments made to parties supplying 
goods (not cash purchases,) and all these Day Book entries must be 
thereafter posted to the Ledger, {See page 85.) 

2. The Ledger. — Personal accounts only are entered in this book, 
that is, accounts with customers for goods sold to them and cash re- 
ceived in payment, and accounts with parties furnishing goods, {See 
page 87.) 

Balancing. — In framing a Balance Sheet, the sums or balances due 
by customers are brought down to the left hand side of the sheet, as 
also the stock, when valued, and the cash in hand ; the sums or 
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balances due to others are brought down to the right hand side, to 
which is added the capital, if any, put into the business. The dif- 
ference between the two sides is either profit or loss, (See page 89.) 

Ill— THE MIXED METHOD. 

As may be inferred from the title, this system partakes of the 
characteristics of the other two, or rather may be said to combine 
their respective features. There are no arbitrary rules, except that 
every transaction must be recorded somewhere, and posted either to 
the Ledger or some other book. The directions for balancing are 
the same as in the other systems, {Seepages 91 and 92 for a full dee- 
cription of the system,) 

Bills of Exchange — Inland and Foreign. — ^These ai*e of three 
kinds — 1, Bills Eeceivable ; 2, Bills Payable ; and 3, Accommodation 
BiUa, (See Appendix, Section No, IL, Page 199.) 

1. Bills Receivable, are bills taken or received for goods sold or 
money advanced. In journalizing, "Bills Receivable Account" is 
debtor for all bills received, and the same account is creditor when 
any of these are paid, discounted, or otherwise disposed of. 

The following rules for journalizing " Bills Receivable " will apply 
to every case that can occur in business : — Remitting Bills. The 
" person " for or to whom remitted, debtor to " Bills Receivable." 
Indorsing Bills. The " person " to whom indorsed, debtor to " Bills 
Receivable." Renewing Bills, (1) If the bill is in your own hands, 
make " A. B." the acceptor, debtor to " Bills Receivable " for it, and 
" Bills Receivable" debtor to " A. B." for the new bill ; (2) If the 
bill has been discounted, credit " cash " by " A. B." for the sum 
you pay for him in retiring the bill, and make " Bills Receivable " 
debtor to " A. B." for the new bill Protesting BiUs. (1) If the 
bill is in your own hands, make " A. B." the acceptor or indorser to 
ydu, debtor to " Sundries," viz. : to " Bills Receivable " for the 
amount of the bill, and to " Charges " for expense of noting and 
protest. (2) If the bill has been disposed of, credit " cash " by " A. 
B." on whose account you pay. 

2. Bills Payable, are bills granted or payable by you for goods 
purchased, or money borrowed or advanced to you, In journalizing, 
" Bills Payable Account " is creditor for all bills accepted, and the 
same account is debited by " cash " when any of them are paid. 
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3. AoooMMODATiON BiLLS. These are bills granted for the accom- 
modation or convenience of the drawer, and where the acceptor is said 
to receive no value or consideration for the bill he grants. The 
drawer discounts on the credit or strength of the acceptor's name, 
undertaking to retire the bill at maturity, that is, when it falls due ; 
and should he fail to do so, the acceptor, being the primary obligant, 
or the party who granted this accommodation, has to retire it, but has 
recourse against the drawer. 

It is unnecessary to remark that this style of business is most 
dangerous and objectionable, and too often leads to discredit and 
commercial ruin. 
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EXPLAi^ATION OF COMMERCIAL AWD OTHER TERMS 
USED IN BOOK-KEEPING and ACCOUNTma, 

Note.— For the information of learners, the following explanations of terms have 
been sketched by the author, with as much brevity as circumstances will admit, and 
to insure correctness in his definitions, he has availed himself of many valuable 
authorities to whom more particular reference is made in the following Section — 
No. Y. He would strongly recommend the study of these authors by young Ac- 
countants and Commercial men, as the manner in which many of them treat their 
subjects, is calculated to enlarge the mind on matters of very great importance. 
The Enoydopsedias may be referred to passim. 

Abandonment. — In commerce and navigation is used to express 
the surrendering of a ship, or goods insured, to the insurer. — 
See M*Culloch^8 Die, Comm., Marshall on Insurance, Amould on 
Marine Insurance, Park on Laws of Insurance, and JEmerigon's 
Traits des Assurances et des Contrats, 

Account-Current* — ^This is an account rendered by one party 
to another with whom he has done business, narrating, in the 
order of their dates, the transactions which have passed between 
them. The debit and credit entries are on opposite pages, and 
the balance, if any, is brought down on that side on which the 
summation is greatest. — M^CullocVs Comm, Die. 

Account of Sales or Account -Sales, — A document giving 
a detailed account of the sale of goods, and which should ex- 
hibit the quantities and values of the goods sold, the attendant 
charges, and nett proceeds. — M'Culloch, 

Adventure and Joint-Adventure. — Terms used to express 
a shipment by a merchant on his own account, or when the 
shipment is made, by two or more parties on joint aceoHfit. — 
M'Culloeh. 
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Agio. — A term applied, in some parts of the Continent, to the pre- 
mium or percentage allowed on a better sort of money, when it is 
given in exchange for that of an inferior kind (see Gyc, of Com- 
mei'ce,) At Amsterdam, for instance, no money defective in 
weight is received into the Bank, and therefore the Bank treasure 
is accounted of superior value to the current value. This differ- 
ence was called Agio, and varied from two to five per cent. 
{Hamilton), It was generally regulated by the market price of 
gold, and subject to considerable fluctuations. — Gilbarfs Prin- 
ciples and Practice of Banking, 

Arbitration. — An arrangement by which parties, disputing, enter 
into a contract submitting the adjustment of the question to 
a third, or neutral party, called an arbiter. — Caldwell on Arbitra- 
tion, Parker on Arbitration. 

Average. — A contribution made by underwriters for losses sus- 
tained at sea. Particular Average, is when the loss occurs from 
common accidents. General Average, when it is necessary for the 
safety of the ship to cut a cable, throw goods overboard, and the 
like. This comes under the law of Insurance. — E. Steven^s Essay, 
Abbott on the Law of Shipping, Marshall, Park, A mould, 
Benecke on Principles of Indemnity, Smithes Mercantile Law, 
Martin on the Practice of Stating Averages, M^Culloch, Articles 
by J. W arrack of Leith, in Encyclopcedia Brit,, and Pritchard^s 
Admiralty Digest, 

Balance of Trade. — The difference between the Exports and 
Imports of one country with respect to another. — A4am Smithes 
Wealth of Nations, and other Works on Political Economy ; 
also M^Culloch. 

Barratry. — ^A fraud committed by the master or crew of a ship, 
such as sinking, deserting, or running away with it, or embezzling 
the caiTgo.— Hamilton and Morrison^ s Book-keeping, M^Culloch, 
Marshall, and Park, 

Barter t— This system is now of rare occurrence ; but it means the 
exchange of one species of merchandise for another. 
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Bill of Entry. — A memorandum of the particulars of goods 
entered at the Custom House. — Holt on the Law of Shipping, 

Bills of Exchange. — See special section, ITo. II. Appendix, 
devoted to the subject. 

Bill of Lading. — ^An acknowledgment signed by the master of 
a ship for goods received on board. It is a negotiable instru- 
ment ; three copies are made out, one for the use of the master, 
the others for the shipper, who, by means of them, can give a 
title to the consignee or other person, for whom the goods are 
destined. — M^Culloch, Holt on the Lmo of Shipping, Morton on 
Vmdors and Purchasers, Smith's Mer. Law, BelVs Com., and 
Chambers's Inform,, voL i., p. 678. 

Bill of Parcels. — A note of goods sold, delivered by the seller 
to the buyer. — Morrison, Scruton, and Hamilton, 

Bottomry and Respondentia. — An act, so called, from money 
being lent upon the ship's bottom. The lender advances 
money to the owner of the ship, who pledges it in security, and 
engages to repay the same, with interest, generally charged at a 
very high rate, when the ship returns. Should the ship be lost, 
neither loan nor interest are paid, hence the high rate expected 
for the latter. — Smith's Mer, Law, Marshall, Abbott, Parke, 
M'Culloch, and Benecke, 

Brokers or Factors. — Parties employed to carry on or nego- 
tiate business between different merchants on commission. — 
M^Culloch and Montejiore's Comm, Die. 

Bullion. — Uncoined gold and silver, but now used to denote the 
precious metals in general. — Gilbart, Macleod, Adam Smith, 
Eicardo, and E. H Patterson's Economy of Capital. 

Cash Credit. — See Appendix, Section "No. 1, on Banking in 
Scotland; also Burton's Manual of the Law of Scotland, and 
BelVs Commentaries. 

Charter-Party. — A sealed contract between the freighter and 
2f 
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owner of a ship, containing the terms on which the ship is 
freighted. — M'CuUoch, Holt, Maude and Pollock, Law of Ship- 
ping, Abbott, and Chitiy's Commercial Law, 

Circulation. — When used in reference to a Bank, means the 
amount of its paper issue. — Gilbart, Macleod, and i?. H, Pat- 
terson, 

Circulating Medium. — Cash, or paper money payable on de- 
mand. — Gilbart, Macleod, and R, H. Patterson. 

Clearing a Vessel. — Entering all particulars relating to her 
at the Custom House. — Holt, and Smith's Mer, Law, 

Commerce. — " The exchange of commodities for commodities," 
M^Culloch's Com, Die, See authorities recommended, Section V. 

Commission Brokerage or Fq^torage. — An allowance to a 
factor, agent, or broker, for transacting the business of others. 
When the agent guarantees his dealings, he gets paid at a 
higher percentage, and this is called del credere commission. — 
M'Culloch, 

Consignment. — The consignation of goods by one trader to 
another at some other place. The party transmitting goods is the 
consigner, the one receiving them, the consignee. 

Crossed Cheques. — Cheques on which either a banker's name 
is written across, or with the words "and Company" be- 
tween two transverse lines : so that a banker's name may be in- 
serted so as to make it payable to . the banker only, whose name 
is written across it. By this means, the cheque is only payable 
to some banker. — Madeod on Banking. 

Days of Grace. — Certain days granted to the acceptor of a 
bill after the term of a bill is expired. They run on bills payable 
upon a day fixed, or after sight ; but not on bills on demand. — 
Thomson, Bayley, Chifty, Byles, Glen, and Wm. Alexander. See 
Appendix, Section II. 
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Demurrage. — Is a term used to designate the money payable to 
the owner for the time during which a vessel is detained, beyond 
that originally stipulated, in loading or -unloading. It is also 
now applied to the detention of railway trucks and waggons when 
unnecessarily detained. — M^Culloch. 

Drawback* — An allowance for the exportation of manufactures 
or upon certain goods that have paid duty on importation. — 
M'Gulloch, 

Embargo- — An arrest of ships by order of the Government of any 
country. — Ghitty on the Law of Nations, 

Export. — Commodities taken abroad in trafic. — M^Gulloch, See 
Import. 

Flotsam^ Jetsam^ and Ligan or Lagan. — ^These are held 
as descriptive of wrecked goods which have not been cast ashore. 
Flotsam^ is used when the goods are floating ; Jetsam, when they 
sink under the water ; and Ligan or Lagan, when, though sunk, 
they are tied to a buoy, in order that they may be found again. 
All these are escheat to the cro'VYn, if not claimed by their owner 
within a year of the time when taken possession of by the parties 
finding them. — M^Culloch. 

Funds* — Government obhgations of the United Kingdom. — Gil- 
bart, M^Leod, Patterson, M^Gulhch, Encych, Brit, vol. x., 
p. 253. 

Import* — Commodities brought into this country from abroad. — 
M'Culloch. 

Xnvoioe. — A particular account of goods shipped or otherwise sent 
away by the trader or manufacturer. — Chambers's Infom., vol. i., 
p. 677. 

Ifiquidation* — ^The winding-up of a trader's business by receiv- 
ing debts, and paying liabilities therewith in full, or so far as 
they will go. 
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Lloyds (London). — "A cofifee-house kept by one Iloyd in Ab- 
cburch Lane in 1710. It was afterwards removed; finally to 
the Eoyal Exchange in 1774, and remained there till the fire in 
1838." (It is now at the South Sea House). "Here resort 
eminent merchants, underwriters, insurance lookers, etc; and 
here are ejffected insurances for all the world on ships and mer- 
chandise. It is supported by subscribers, who pay annually 
£4, 4s. The books kept here contain an account of the arrival 
and sailing of vessels, and are remarkable for their early intelli- 
gence of maritime affairs." — HaydrCs Dictionary and Chamber^ 8 
Inform., vol. i., p. 678. 

Manifest- — A document giving the particulars of cargo and 
voyage of a ship, under the master's signature. — M^CuLhch, 

Market Price* — ^The current selling price of any article. 

Navigation Laws. — /. i?. M^Gulloch's Art. in Edin, Review, 
Art, xi., May 1823 ; Adam Smith, and M^CullocNs Die. Com. 

Nett Proceeds* — The proceeds of the sale of goods, after all 
deductions have been made. 

Political Economy.— 

" The science which teaches the manner in wliich nations and in- 
dividuals acquire wealth." — Chambers* 8 Inform,, voL i , p. 705. 

" Is a systematic arrangement of the laws by which, under our 
present constitution, the relations of man, whether individual or 
social, to the objects of his desire are granted." — Dr Wayland^s 
Elements of Polit, Econ. 

" The science which treats of the laws which govern the re- 
lations of exchangeable quantities." — H. Dunning MacUocPs 
Theory and Practice of Banking. 

" The object of political economy is to point out the means by 
which the necessaries, comforts, and enjoyments that constitute 
wealth, may be most easily and cheaply produced ; to ascertain 
the laws which regulate their distribution among the different 
classes of the community, and the mode in which they may be 
most advantageously consumed." — Adam JSmitNs Wealth of 
Nations. 
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" Political economy is now most commonly defined, the science 
of the laws which regulate the production, distribution, and con- 
sumption of those articles or products that have exchangeable 
value, and are, at the same time, necessary, useful, or agreeable to 
man." — Notes by J. R. M^CuUoch on Smith's Wealth of Nations, 
1838, p. 187. . 

" The science which has for its object the improvement of the 
condition of mankind, and the promotion of civilisation, wealth, 
and happiness." — Haydn's Dictionary, 

" The produce of the earth — ^all that is derived from its surface 
by the united application of labour, machinery, and capital, is 
divided among three classes of the community — ^namely, the pro- 
prietor of the land, the owner of the stock or capital necessary for 
its cultivation, and the labourers by whose industry it its cul- 
tivated. But in different stages of society, the proportions of the 
whole produce of the earth which will be allotted to each of these 
classes under the names of rent, profit, and wages, will be essen- 
tially different ; depending mainly on the actual fertility of the 
soil, on the accumulation of capital and population, and on the 
skill, ingenuity, and instruments employed in agriculture. To 
determine the laws "Nvhich regulate this distribution, is the prin- 
cipal problem in political economy." — D. Ricardo on the Prin- 
ciples of Political Economy arid Taxation, 

Salvage* — An allowance to parties assisting in saving goods 
from a wreck or otherwise. — Abbott, Maude and Pollock, and 
M'CuUoch. 

Ship's Husbandk — The agent or commissioner for the owners 
in charge of the vessel. 

Specie. — Coin, as distinguished from paper money. 

Staple* — Originally a city or town in which there was a public 
market for sale of goods. 

Staple Goods* — Such as are sold at a staple, and are not perish- 
able — as wool, leather, lead, &c. Now the term is applied to the 
chief productions of a country. 
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Ullage* — ^The quantity of liquor necessary to make up for leakage 
of casks or bottles, or that part of a cask which is not filled with 
liquor. — See Penny Cyclopcedia. 

Underwriter* — person who takes upon himself a risk or an 
insurance ; and so called, from writing his name under the con- 
ditions. — M^Ctdloch. See Insurance, and other authorities on 
Average. 



Note. — For explanations of Bills of Exchange, see Appendix, 
Section II. 
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ATTTHOEITIES AND WEITERS UPON COMMEECIAL AND 
OTHER SUBJECTS RECOMMENDED TO STUDENTS. 

In the foregoing article on " Commercial and other Terms " (Section 
No. IV.), reference has been made to writers on the various matters of 
which 'brief definitions are given ; but it has been suggested to the 
author, to prepare a list of the best authorities on professional subjects 
or those analogous thereto, for the particular use of Students and 
Accountants' Apprentices, as well as for those entering upon com- 
mercial pursuits ; or again, for such as may have a taste for that class 
of literature, which springs from, or is rather based upon, the science of 
Political Economy, and the Theory of Life Assurance. He has, 
therefore, gone over a wide field of reading and inquiry to enable him 
to comply with this request ; and the list which is now submitted, not 
only contains the names of those whose writings have a world-wide 
reputation, but of others, who, although perhaps not so universally 
known, are deserving of earnest consideration and careful study. 

The cultivation of literary tastes depends almost entirely on the 
judicious course uf study prescribed, and to the mastery, if possible, 
of those theolretical as well as practical views, which from time to time 
have been propounded by philosophers and sound thinkers. 

It is scarcely possible to estimate the immense advantage of mental 
culture to those who determine on following professions where mathe- 
matical and logical, or reasoning arguments are essential. Much 
valuable time may be frittered away and lost by an ill-regulated course 
of study, and a misdirected system of inquiry ; hence the necessity of 
ascertaining the most direct paths to follow, and of becoming ac- 
quainted with the land-marks which prevent the wayfarer from going 
astray. 

Of the very many who have started theories upon the subject now 
under review, and have written legal and other works of immense im- 
portance, a selection has now been made of such works only as are 
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known to have met with acceptance by practical men and sound 
lawyers. 

It will be observed that the majority are acknowledged authorities 
upon the subjects on which they especially treat, and, although the 
others may occasionally differ in theory, and not perhaps be accepted 
with the same favour, they are, nevertheless, entitled to particular at- 
tention, and the study of one and all must necessarily develope the 
reasoning powers of the Student, and induce that train of thought 
which is calculated to enlarge the mind and mature the judgment. 

Of Mathematical studies, with special reference to their application 
to the doctrine of Life Annuities and Assurances, it is necessary that 
the student have a sound knowledge of " Pure " Mathematics *before 
proceeding to study its applications to this or any other branch of 
science. 

The books on Arithmetic, Algebra, and Geometry, are so numerous, 
that it is somewhat difficult making a selection. After careful inquiry 
and study of the subject, the author would venture to suggest the fol- 
lowing as Text Books. With reference to this syllabus of subjects, 
some may think that it is unpractical — ^that, for example, all that is 
necessary in acquiring a knowledge of the science of Life Contingencies, 
is simply Arithmetic and Algebra, and that a knowledge of the other 
subjects he suggests are superfluous. The author would, however, 
point out that the refined processes now adopted in certain actuarial 
investigations, render an elementary knowledge of the Differential and 
Integral Calculus almost indispensable, and that to enable one to ac- 
quire such a knowledge of this branch of Mathematics, the preliminary 
study of the subjects he mentions will be found necessary. 



1. Arithmetic 



I.-PUBB MATHEMATICS. 

. ...Sang's Elementary and Higher Arithmetic. 



2. Algebra 




' Euclid. 

Sir John Leslie's Geometry and Geometrical 




Geometry 
and 

Trigonometry. 



Analysis, and Geometry of Curve Lines. 
Professor Duncan's SoHd Geometry. 
Wheweirs Conic Sections. 
Todhunter's Trigonometry and Analytical Geo- 



metry. 
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The Elementary chapters of De Morgan's 
( DiPPBRBNTiAL DiflFerential and Integral Calculus. 

4. < and - The Principles of the Differential and In- 
( Integral Calculus. tegral Calculus, by Thomas Tait. Pub- 
lished by Longmans, London. 

( Theory ( Galloway. 

5. < of < De Morgan. 
( Probabilities. ( Quetelet. 

6. Button's Course of Mathematics, as a sort of resumS of the fore- 

going subjects, would be found useful 

II.-LIFE CONTINGENCIES, &o. 

[The following selected Authors are recommended to the Student.] 



Francis Baily Life Annuities and Assurances, &c. 

Joshua Milne On the Valuation of Annuities and Assurances, 

and on the Construction of Mortality Tables, 

&c. 

David Jones Value of Annuities and Reversionary Payments. 

A. H. Tumbull On Compound Interest and Annuities Certain. 

Edward Sang Valuation of Life Contingencies. 

David Chisholm.. Introduction to his " Commutation Tables." 

WilLThos. Thomson.. .Actuarial Tables. 

James Meikle ; Rationale of Life Assurance Premiums. 

« Analysis of Life Assurance Profits. 

H Policy Life Lines. 

Dr William Farr Introductionto his "English life Table,No. Ill" 

C. J. Bunyon Law of Life Assurance. 

Ellis On Fire and Life Assurance. 



Mortality Experience of Life Assurance Companies, collected by 

Institute of Actuaries in 1863. 
The Journal of the Institute of Actuaries. 

III.-COM1CEBCIAL SUBJECTS. 

M'Culloch's " Dictionary of Commerce." 
Macpherson's " History of Commerce." 
Anderson's " History of Commerce." 
Montefiore's " Commercial Dictionary." 
Oddy on " European Commerce." 
Sergeant Marshall on " Insurance." 
Amould on " Marine Insurance." 
2 G 
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Parke on the " Law of Insurance." 

Em^rigon's " Traits des Assurances et des Contrats." 

Caldwell on " Arbitration." 

Parker on " Arbitration." 

Abbot on " The Law of Shipping." 

Benecke on " The Principles of Indemnity." 

Smith's " Mercantile Law." 

Martin on " The Practice of Stating Averages." 

Holt on " The Law of Shipping." 

Morton on " Vendors and Purchasers." 

Bell's Commentaries. 

Maude and Pollock, "Law of Merchant Shipping." 

Chitty^s " Commercial Law." 

Burton's " Manual of the Law of Scotland." 

Chitty on " The Law of Nations." 

Babbage's " Economy of Machinery and Manufactures." 

J. R. M^CuUoch's article in " Edinburgh Review, Art. xi May 1823, 

on " The Navigation Laws." 
Smith's " Wealth of Nations," — on same subject. 
J. Warrack, Leith, on "Average" in ^wcy. 1856, vol. xiL, p. 419. 

IV.-BANKINQ. 

J. W. Gilbart's " Principles and Practice of Bankiag." 
H. Dunning Macleod's " Theory and Practice of Banking." 
Taylor's " Statesman." 

J. R. M'Culloch, Article in Edinburgh Review, on "Prolongation of 
the Bank Charter."— Art. v., January 1833. 

* On " Joint Stock Banks and Companies. — Art. vi., 

July 1836. 

# K On " State of the Currency, the Bank of England, 

and Country Banks."— Art. iii., April 1837. 
Thornton on " Paper Credit." 

Evidence of Lord Overstone (Samuel Jones Lloyd) before Committee 

on Bank Charter ia 1840. 
Report (1832) on " Renewal of the Bank Charter." 
Postlethwaite s " History of the Revenue." 
Glyn's Evidence, 1832. 
G. W. Norman's Evidence. 1840. 
Tooke's Evidence, 1840. 
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Hamilton on the " National Debt." — Second Edition. 

Letter by the late Robert Bell, Western Bank, Edinburgh, to J. W. 
Gilbart, London and Westminster Bank, on "The Relative 
Merits of the English and Scotch Banking Systems." — Bell & 
Bradfute, 1838. 

Letter by R. BeU to J. W. Gilbart, on " The Regulation of the Cur- 
rency by the Foreign Exchanges, and the Appointment of the 
Bank of England to be the sole Bank of Issue throughout Great 
Britain." — Hatchard & Son, London, 1840. 

R. H. Patterson's "Economy of Capital," 1865. 

If . Science of Finance." — Blackwood, 1868. 

Henry English's " Complete View of Joint Stock Companies formed 
in 1824-25." 

G. M. Bell's "Philosophy of Joint Stock Banking."— Longman, 1855. 

V.-POLITIOAL ECONOMY. 

Adam Smith—" Wealth of Nations." 

D. Ricardo — " Principles of Political Economy and Taxation." 

J. R. M'CuUoch — Article in Edinburgh Review on "Ricardo's Prin- 
ciples of Political Economy." — Art. ii., June 1818. 
// // On Chalmers' Political Economy. — Edin, Revieio, 
Art. iii., Oct. 1832. 

T. E. Thorold Rogers, M. A. — Manual for Use of Schools. — Macmillan, 
London. 

Say's " Political Economy " — Prinsep's Translation. — Longman, 1821. 

H. Dunning • Macleod's "Principles of Political Economy." — Long- 

man, 1872. 

Caime's "Essay on Political Economy." — Macmillan & Co., 1873. 
Dr Francis Wayland — "Elements of Political Economy." — Brown, 

Aberdeen, 1866. 
J. Stuart Mill's " Principles of Political Economy." 
J. G. CourceUi, — Seneuil, — " Traits d'Economie Politique." 
Tooke's " History of Prices." 

Cordillac's Treatise — "Le Commerce et le Gouvemement," 1776. 

vi.-Bi2:ii:iS OF ExcHAiraE. 

English Authorities — Byles and Chitty. 
Scotch Authorities — Thomson, Bayley, and Glen. 
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VII.~BOOK-KEEFING. 

J. W. Gilbart — Bank Book-keeping, in " Principles and Practice of 
Banking." 

ArCulloch's " Commercial Dictionary " — " System by an Official 

Assignee." 
Jones — Double Entry, 1796. 
Hamilton, 1820. 
C. Morrison, Glasgow, 1823. 
W. & R. Chambers — by IngHs, Edinburgh. 
Hamilton & Bell's Book-keeping.— Oxford, 1869. 
Kain's English Solicitor's Book-keeping. — Waterlow & Sons, London. 
C. Right's System for Gas Companies. — Nissen, Parker, & Amould, 
London. 



Note. — The author has not referred to the various Encyclopaedias in 
the matters treated upon in this Section ; but they may be con- 
sulted with advantage, passim. 
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A FEW WOEDS OF ADVICE TO YOUNG BOOK-KEEPERS 
AND JUNIOR CLERKS. 

1. Always be at your work rather before than after the time for 

attendance in the morning; and never leave before the hour 
fixed for closing. 

2. Always complete the work in which you are engaged — such as 

" Balancing Cash," " Posting the Journal," or " Comparing Post- 
ings, " — before leaving ; and never be induced to drop the pen 
while engaged in making an entry ; there is nothing more likely 
to occasion errors in books than interruption of any kind. 

3. Always balance your cash daily ; and never leave your desk until 

the difference, if any, is ascertained. If you cannot discover it 
on the day it occurs, it is less likely to be found out at a later or 
deferred period. 

4. Always lock away, or otherwise secure the cash, or cash securities 

or documents in your possession ; and never put temptation in 
the way of any one, as your carelessness may perhaps lead to 
another's dishonesty, 

5. Always report, without a moment's delay, the loss of money which 

you may have dropt, or which may have been abstracted from 
your repositories. Your employers not only should be informed 
at once, but may be better able to make inquiries and take 
measures for its recovery ; and never omit the precaution of stop- 
ping payment of cheques and notes, if you should be in pos- 
session of the particulars. 
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6. Always count money when you receive it, no matter from whom ; 

and never let any one, to whom you pay it, depart without 
doing so. 

7. Always have your books well posted or " brought up," daily, if 

possible ; and never allow a week to elapse without comparing 
the Bank pass-books with the respective Ledger accounts. 
Where more than one Bank account is kept, there may be a com- 
plication and false posting — which will thus be easily rectified. 

8. Always check most carefully the invoices, bills of parcels, ac- 

counts of sales, and receipts that come into your hands ; and 
never assume that these, or any of them, must be correct be- 
cause they come from careful houses and are well tm*itten. This 
is a very common and, perhaps, natural error into which young 
book-keepers are apt to fall — remember, that every one is liable 
to make mistakes. 

9. Always satisfy yourself that letters are properly addressed and 

sufficiently stamped; it is a good plan to re-examine the ad- 
dresses when in the act of posting, for it is extraordinary the 
number of letters received at the Post-office without having any 
address whatever; and never conceal from your employers 
the mislaying or loss of a letter, or your forgetting to post 
it at the proper time. Very great troubles and losses have 
arisen from such carelessness, and even greater from its con- 
cealment. Eemember, that that which is only a mistake when 
first ascertained or discovered, becomes a serious error when 
it is concealed. 

1 0. Always see that statements, or accounts, sent out of your office, 
are compared and made to agree with the Ledger accounts, from 
which they should be made out or transcribed ; and never close 
these Ledger accounts, on such occasions, without the proper 
Journal entries. It sometimes happens that accounts-current 
are hurriedly made out for rendering without referring to the 
Ledgers — this shows extreme carelessness, is wrong in principle, 
and frequently attended with the most serious consequences. 
Close your Ledger accounts, when statements are rendered, by 
bringing down the balances then due ; if the account has been 
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rendered more than once, insert the dates of such rendering, in 
red ink, on the Ledger account — ^this saves the trouble of 
reference, and also gives a sort of history of the account. 

11. Always Journalise cross-entries, even although they may be re- 

quired to correct false postings or entries in wrong accounts ; 
and never erase a figure if it can possibly be avoided. Remember, 
that books in which erasures appear, are generally regarded with 
suspicion. 

12. Always be obedient to your seniors in the office, doing your best 

to carry out their instructions ; and never, on the completion of 
any work that they may have given you to do, lay it aside, but re- 
turn it, or report it, to the party instructing you, as having been 
done — ^this is very necessary in offices where a large business is 
carried on. 

13. Always be ready to attend to the wishes of your employers, show- 

ing alacrity in carrying out their instructions ; and never take 
offence at or resent a rebuke or sharp word received at any time 
from them. Eemember, that principals, taking an active part in 
the management of large concerns, may have many cares, 
anxieties,and responsibilities of which you have no conception ; 
and if occasionally short tempered with their employees, are 
generally sorry for it when the cloud has passed away. " A soft 
answer turneth away wraths 

14. Always preserve your temper, and never show irritation should 

trouble or difficulties present themselves in your professional 
avocations. Eemember, especially, that Book-keeping is a pre- 
cise science, requiring great care and patience, and it is often 
only by the most laborious and persevering efforts that diffi- 
culties can be overcome. In balancing a complicated set of 
books for instance, the balance might not perhaps " come out 
at the first trial ; do not, however, despond or become irritable, 
as is too often the case, but persevere until it does. 

15. Always be ready to confess your ignorance; and never say or 

imply that you comprehend instructions if you really do not. 
This proceeds, too often, either from false modesty, or from too 
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great vanity. Ask again and again until you comprehend the 
mattery it will save time, trouble, and vexation to you; and, 
very probably, money to your employers. 

16. Always be courteous and polite to eoery one with whom you do 

business — ^it may smooth the way to your own success in after 
life j and never assume that any business, no matter what it may 
be, is unimportant, merely because it appears to be trifling to 
you ; it may be of the most vital consequence to others. 

I.ABTI.7. 

17. Always bear in mind that your employers' secrets are not yours, 

but must be held sacred ; and never divulge, directly, or by in- 
ference, anything of which you are cognisant by virtue of the 
position you hold. Eemembeb, that a thoughtless slip of the 
tongue, may seriously affect commercial and other interests and 
relations. Reticence is one of the most valuable gifts of a 
Book-keeper ; for however excellent his other qualifications may 
be, let him but indulge in chattering propensities, and he is 
worse than useless. 



THE END. 



MOULD AND TOD, PRINTERS, ST. JAMBS* SQUARE, EDINBURGH. 
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